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vod farm, adjustable aluminum office 


chair for every purse and purpose 


Now there are seven Goodform adjustable chairs to serve the 
seating needs of 95% of all office workers 


A perfectly comfortable Goodform office 
chair is more than just a piece of good- 
looking furniture. It’s a sound invest- 
ment that pays off in better work done. 


Whether it seats the company presi- 
dent or a girl in the stenographic pool 

. in large organization or small... 
the famous Goodform chair adjusts 
exactly to the particular physical char- 
acteristics of practically every office 
worker in America. So, with the body 
at rest, the mind is not distracted by 
awkward posture and its resulting 
physical discomfort. 


Every Goodform chair is equipped 
with no less than five adjustments .. . 


so it can be accurately and comfortably 
fitted to the physical characteristics of 
the person who will use it. 


Structurally, no office chair can 
hold a candle to Goodform. Its solidly- 
welded aluminum construction makes it 
practically breakproof and fireproof. Its 
amazing light weight makes it easy to 
move. Its satin finish stays smooth, 
never snags nylons or delicate fabrics. 
And both seat and back are cushioned 
with air-cooled foam rubber, covered 
with long-wearing plastic or wool fabric 
in smart pattern and color. 


So ... from the mail room to the 
board room, invest in Goodform chairs 


—for the comfort of all employees—for 
higher efficiency and morale. Why not 
see the Goodform line of office furniture 


yourself at the nearest GF showroom? 


Or write General Fireproofing Com- 
pany, Dept. M-41, Youngstown 1, Ohio. 











GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS « GOODFORM 
ALUMINUM CHAIRS « SUPER-FILER 
MECHANIZED FILING EQUIPMENT e 
GF ADJUSTABLE STEEL SHELVING 


Good metal business furniture is @ good investment 


(Circle 125 for more information) 
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specially requested by us. 


february 1955 


































Air Conditioning by Airtemp means more efficiency in OFFICES 


Choose Super-Quiet 
irtemp 
Conditioning 


... best for you and your employees! 





Offices benefit by air conditioning in many important 
ways. Working in the comfort of cool, crisp air, your 
employees will be more efficient, with a resulting 
decrease in costly errors. Staff morale will be improved 
to the point that turnover will be reduced. Because 
dust and dirt are shut out, less cleaning and redeco- 
rating will be required to keep your office sparkling 
bright every working day. 











Airtemp air conditioning, both waterless (air-cooled) 
and water-cooled, is designed to operate quietly and 
efficiently for years. In fact, the refrigerating system of 
these air conditioners is warranted for 5 full years. 
This is only one of many reasons why we build more 
Packaged Air Conditioners than anyone else. We have 
a nation-wide factory-trained service organization ready 
to serve you if necessary. Phone your Airtemp dealer 
today—he’s in the Yellow Pages—you'll get a better 
price before hot weather arrives. 





Or write Airtemp 
Division, Chrysler Corporation, Dayton 1, Ohio. 





5 H.P. water-cooled model. Six water-cooled and 4 waterless 
(air-cooled) models in today's most complete line of Packaged 
Air Conditioners. 









AIRTEMP 


I 1 ON OF Sweetest s 


Air Conditioning’s 


other name... 


Chrysler Birtemp 











AIR CONDITIONING © HEATING FOR HOMES, BUSINESS, INDUSTRY 





(Circle 111 for more information) 











LARGEST RESORT OF ITS KIND 














For full color booklet ond 


IN THE WORLD! 


650 Accommodations 
each with private 
Hotel, Motel, 


Apartments and Villas. 


terrace. 


20 acres of resort 
pleasure from the 


‘ Atlantic to 


Biscayne Bay. 
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See your Travel Agent or Write: 


JOHN M. DUFF, Jr. 
General Manager 


ON THE OCEAN AT 194th STREET, MIAMI BEACH 


(Circle 162 for more information) 
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e , 4 Isall it takes to com- 
m | pletelyrevitalize your 
' { Apsco Pencil Sharp- 
7 } eners with Apsco’s 
au wv ¥ revolutionary new 


development, the 
“COMPLETE” 


CUTTER HEAD ASSEMBLY. 

Now, in one convenient, clean operation, office 
personnel can remove the worn, dull cutter head 
and replace with the new. Ask your stationer for a 
demonstration, then order and stock an adequate 
supply for quick, easy replacement. 


Specify, too, Apsco Pencil 
Sharpeners, Staplers, and 
Punches. It costs less to buy 
the best. 








Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 


(Circle 107 for more information) 
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Dear Mr. Editor: 

With the exception of a small section 
of your article, relatively little mention 
was made concerning companies employ 
ing fewer than 25 clerical workers. In my 
estimation, the John Plain Company, dur- 
with 40 


does not 


ing normal operations clerical 
8,000 stock 


come under the heading of 


workers and items, 


“small” busi 
There are hundreds of smaller com 


still 


ness. 


panies (which are very sizable) to 
one of those in the top league you have 
The New York 


Company and The Chesapeake and Ohio 


mentioned. Telephone 
are definitely big-time. 

Undoubtedly, our operations could be 
simplified by the use of electronic equip- 
ment. We still haven’t been able to jus- 
tify the cost as compared to a reduction 
The 


industry, of course, does not involve rou- 


in clerical personnel. construction 

tine matters. 
JOSEPH E. VOLLAR, JR. 

PRESIDENT 

Construction Co. 


Vollmar Bros. 


ee) 
Dear Mr. Editor: 

Our company, in terms of the number 
of office employees, is “small.” Although 
our people are processing an average of 
10,000 orders monthly, our clerical staff 
runs only 125 workers, including all off- 
cers and administrative employees. Small 
departments are common, such as the 9 
members of the cost department, 10 in 
payroll and general accounting, 7 in credit 
and accounts receivable, 15 in purchasing. 
Our stafl 13% of 


employed in our Cleveland factory. 


clerical averages those 


Thus, the adoption of any electronics 


program in the office must have a low 


enough cost and a wide enough applica- 


tion to free sufficient employees to pay out 


the equipment cost or rental. As yout 


What Management should know about 


Electronics for the office 


article points out, the present development 
of such equipment requires a good-sized 


clerical force reduction before pay-out is 


achieved. 


To the small company, continuity of 
employment and decreased turnover are 
very important in keeping morale high. 
If our 125 clerical workers found half of 
their number eliminated through an elec 
tronics program, they would expect to be 
employed in other work utilizing their 


skill. 


to factory work; our policy of continuous 


It would be difficult to transfer them 


employment would oppose an_ outright 
lay-off. Thus, we come back to your con- 
cluding statement that management must 
recognize its social and economic respon- 
sibilities in the paper work revolution 
which faces us. 

We have chosen to keep ourselves up 
But 


rather than spend time and money in 


to date on electronic development. 


detailed analysis, we are waiting for news 
of equipment which seems better adapted 
to the needs of the small company. When 
a vendor has such equipment, we _ will 
listen to his story. If savings can be dem- 
onstrated, and if our social responsibili- 
ties can be properly discharged, we will 
act. 
We 
thought-provoking article. 


salute MANAGEMENT METHODs for a 


FRANK GRIESINGER, 
ASSISTANT TREASURER 


The Lincoln Electric Company 


Dear Mr. Editor: 
Your recent 
the Office’ 


toward 


report on “Electronics for 


impressed us as a significant 
step improving management un- 
derstanding of what the “electronic revo 
lution” means to our economy. Conegratu 


lations on closing this gap in communica 
5 


Oo 
1g 


tions—we hope it will have widespread 
effect. 


FREDERICK M. 
Electrodata 


HOAR 


Corporation 


Dear Mr. Editor: 
I think 


ability of business and industry to absorb 


you have under-estimated the 


new techniques. Your three-year target 
date, therefore, is too long. I know of one 
large company starting electronics account- 
ing (not tabulating) January 3. I am sure 
they didn’t start three years ago to pre- 
pare for it 

R. D. TRUNDLE, 
PRESIDENT 
The 


Trundle Engineering Co. 


a 


Dear Mr. Editor: 


Re your article on electronics, I'd like 


to add a few words: 
Progress in the direction of electronics 
will be gradual, as it has been with electro- 


Lack of 


will be 


mechanical forms of automation. 


sufficient management education 


the delaying factor. This lack of knowledge 


will result in the same mistakes and the 
same failures that have impeded auto- 
mation for many years. Installation fail- 


ures will be blamed on electronic equip- 
ment generally, rather than on its incorrect 
adaptation. 

As the months pass, two extreme schools 
of thought are becoming more and more 
vocal. The first proclaims that electronics 
are too far in the future to consider ser- 
iously, that the cost is too great, that we 
must first consider office automation of 
other types. They claim it will take years 
of “operation research” to study elec 
tronics, without being too certain of what 


the words mean. 


The second maintains that electronics 
and automation in general must assume 
methods 
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the entire burdens of industry and the 


sooner the better—our standards must be 
changed and immediate social and_politi- 
cal reforms instituted. 

Following in the wake of the chaos that 
the two extremes will cause in individual 
industries will emerge a new group of 
intelligent managers—who will understand 
both men and electronics. 

Through the proper use of electronics 
vast sociological benefits are possible with 
the elimination of routine manual oper 
ations. The minute subdivision of labor, 
and the routine repetitive tasks performed 
by millions in industry, have, for them, 
robbed life of its creativeness. 

Special attention will be given in the 
future to machines that are convenient 
and inexpensive to make, run, and repair 
—but more important, which are adapted 
to man’s control and creative ability. 

The recognition of the proper relation- 
ship of management, men and machines 
is the important factor. We are fortunate 
in having an enlightened and democratic 
government and for the most part, enlight- 
ened management. 

Without any serious disruption of our 
social and economic welfare, electronics 
should ultimately benefit us all. 

DON TITUS 
SENIOR ELECTRONIC METHODS ENGINEER 


Fairbanks Associates 


ae 
Dear Mr. Editor: 

[he economic impact of electronics ap- 
plications in clerical work, or the factory, 
seems overstated. Because of the invest- 
ment required, management's reticence to 
accept change, and the time involved in 
planning installations and __ procuring 
equipment, the revolution should be grad- 
ual enough to permit economic readjust- 
ment as the change is occurring. 

JOHN LEITER, 


Lawrence-Leiter and Company 





Reprints of "What management should 
know about electronics for the 
office” are available at the following 
prices: 

Single copy—free 
In quantities, 5¢ each 
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Put your systems procedures on 





Why waste money typing data over and over 
again? One typing on Commercial Controls 
Flexowriter produces an original document 
plus a by-product punched tape. This tape 
will automatically operate address plate 
embossing, tape-to-card, communications, 
data processing or other office machines for 
integrated data processing. 

If tape is punched by other equipment, 
it can be “read”? by the FLEXOWRITER 
and rapidly translated into typewritten 
documents . . . at the same time produce 
punched tape with selective data. 

FLEXOWRITERS make systems work 
easier and more accurate. They are lowering 
costs in hundreds of leading companies 
throughout the country. Let us prove to you 
how FLEXOWRITERS cut costs. For ac- 
tion, mail the coupon now! 







Programatic Flexowriter 
illustrated, available in 5 
and 8 channel tape models. 





4 Program tape 


DATA 
PROCESSING 






\\\\ 


UN 
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Gantt 
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HERE ARE SOME OF THE COMPANIES THAT SAVE TIME AND MONEY WITH FLEXOWRITER: 


Aluminum Company of America Carrier Corporation National Cash Register Company Electronics Division 


Eastman Kodak Company Chrysler Corporation United States Steel Corporation 

; > The Borden Company 
A. Shae y Sheen, ie Philco Corporation Bank of the Manhattan Company 
University of Michigan The Todd Company, Inc. Westinghouse Electric Corporation 





COMMERCIAL CONTROLS CORPORATION 
Dept. MM-25_ 1 Leighton Ave., Rochester 2, N. Y. 


COMMERCIN, ONE C] Send literature (] Have your Representative call 


Leighton (] Tell me where I can see a Flexowriter demonstration 


CON] Avenue 
ROS kd Name Position__ __ 


CORPORATION Rochester, “~ 
New York 









Company 





he Address City State 


Commercial Controls maintains sales and service offices in principal cities—listed in classified telephone directory. 
(Circle 114 for more information) 








keeps your trademark 


right in 


your customer’s hand 


Suppose you could figure out a way 
to have your customers carry your 
trademark always with them, and 
look at it 20 or more times a day 
year after year? Here’s how to do it! 
Just give them Zippos as business 
gifts. With your trademark on its 
gleaming surface, Zippo does the rest. 


People are proud to get Zippos 
because of their superb quality. They 
use them because of their easy oper- 
ation and downright faithfulness. And 


once a fellow gets to using a Zippo, 
it seems to become part of him. He 
misses it too much to leave it behind. 
It goes into action at meetings and 
banquets—everywhere from theater 
parties to camping trips. 


Every Zippo is guaranteed to light 
easily, anywhere, always. That gives 
your trademark or slogan the utmost 
mileage. The investment is modest 
—the prestige value very high. Mail 
coupon for all details. 








FOR SALES MANAGEMENT 





by Charles S. Roberts, Charles Roberts Asscciaies 


Mr. Roberts ts a management consultant who has specialized in 


marketing research and sales management problems since 1945, 


PPO, 


LIGHTS EASILY...ANYWHERE... ALWAYS 





ZIPPO MANUFACTURING COMPANY, BRADFORD, PA: 
In Canada: Zippo Manufacturing Co., Canada Ltd., Niagara Falls, Ont. 





Zippo Manufacturing Co, 
Dept. M-4, Bradford, Pa. 


Please give me full information about business gift 
Zippos—prices in large or small quantities, time of 
delivery, opportunity to use color, and the help your 
design department will give us in making a beautiful 
and distinctive gift. 











Name 
Firm 


Address 





(Circle 159 for more information) 
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Management recog 
nizes today that many advantages can 
result from using proper timing in the 
initial marketing of a new product. 
Furthermore, owing to the risks usual 
ly faced when pioneering with new 
products, it becomes prudent to utilize 
the element of timing in the most 
favorable manner. Often, skilled judg- 


ment in knowing just “when” to move 
with a new product has spelled victory 
in what might have otherwise been un- 
profitable campaigns. 

The technique followed by a certain 
large and diversified company vividly 
illustrates how this company used mar- 
ket research in deciding whether or not 
the timing was right for entry of a new 
product. This firm is principally iden- 
tified with the chemical industry, while 
also manufacturing some well-known 
consumer products. It had succeeded 
in developing a new chemical believed 
to possess interesting properties both 
as a fuel and as an ingredient in new 
chemical formulations having unique 
applications. The question facing the 
company was whether or not the extent 
of present market demand for the prod- 
uct warranted an immediate investment 
in a commercial plant. 

An initial market study was con- 
ducted among a sample of companies 
selected as potential users or processors 
of this chemical. This sample was se- 
lected on the basis of their activities 
as they related to the theoretical uses 
of the chemical, based on patent ex- 
aminations and the imagination of the 


research and development group in 
volved as to possible uses. As might be 
expected from the nature of this prob 
lem, a wide variety of industries was 
included in the sample. 

The study took the form of a series 
of discussions with the directors of 
chemical research and other qualified 
personnel in each company. These dis- 
cussions were designed to be flexible, in 
order to allow maximum freedom of 
expression and opinion on the many 
important characteristics and attributes 
of the new product being studied. At 
the same time, the interviews were reg 
ulated to the extent that the specific 
information sought from each com 
pany would be forthcoming in all cases, 
and thus the over-all objectives of the 
study would be met. The more signifi 
cant objectives of this market study 
were to determine: 

a. The extent to which there was a 
potential market which had not mate 
rialized because of lack of availability, 
and/or current prices of the product. 

b. The extent to which this potential 
market could be realized at each point 
on a schedule depicting progressively 
decreasing prices for successive incre 
ments of time in the future. 

ce. The degree of progress in techni- 
cal research and the extent of familiar- 
ty with, and interest in, possible use 
applications of the product. 

d. The extent to which interest in 
research into use applications would 
be stimulated if the product were avail- 
able at prices under “b”. 
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How to Solve 
CLERICAL 
PROBLEMS 
Automatically 








You’ve heard a lot about push- 
button techniques and the me- 
chanical-brain equipment that 
have been developed to cut clerical 
costs and improve Office procedure. 


If you’ve thought that these 
developments are ‘‘too rich for 
your blood,”’ there’s a surprise in 
store for you at STATISTICAL. 

Today, this organization pro- 
vides clerical service that utilizes 
the newest electro-mechanical 
equipment. It’s a service that 
makes the advantages of these 
wonder machines available where- 
ever there is a clerical problem 
and on a basis that is most prac- 
tical and economical. | 

If you have been looking for a 
way to cut clerical costs to a min- 
imum, STATISTICAL can help you 
do it—AUTOMATICALLY. 

Just phone our nearest office 
and one of our methods engineers 
will give you the complete story. 


STATISTICAL 


TABULATING COMPANY 


Established 1933 © Michael R. Notaro, President 


CHICAGO NEW YORK ST. LOUIS 
53 W. Jackson Blvd. 8&9 Broad Street 411 No. Tenth St. 
HArrison 7-4500 WHitehall 3-8383 CHestnut 1-5284 


NEWARK CLEVELAND 
National-Newark Bidg. 1367 East 6th Street 
MArket 3-7636 SUperior 1-8101 


TABULATING + CALCULATING «+ TYPING 


TEMPORARY OFFICE PERSONNEL 
(Circle 154 for more information) 


february 1955 





It was clearly evident from the find- 
ings of this study that development had 
not progressed to a point where the 
product could be used effectively, and 
the price, therefore, was not a factor. 
As a matter of fact, it was revealed 
that comparatively litthe was known, 
in general, by these companies about 
the new product or how it could be 
used. The conclusion was apparent 
that no market existed as yet, and that 
it was necessary to engage in an edu- 
cational program. 

The company provided samples of 
the product, patent information, and 
technical assistance to interested com- 
panies. Every opportunity was taken 
to encourage experimentation, in order 
that companies might become familiar 
with the new chemical. It was esti- 
mated that three or four years would 
be required before such experimenta- 
tion had reached a point where the 
chemical would be required in com- 


mercial quantities. The study also: 


1. Indicated the probabilities as to 
where a market might ultimately be 
developed. 

2. Developed the dimensions of the 
price structure that would be necessary 
for economically practicable uses of the 
chemical. 

3. Suggested the various formula- 
tions in which the chemical might be 
more acceptable. In this sense, it might 
tend to hasten the time of commercial 
acceptance inasmuch as these sugges- 
tions for product formulation were 
followed in many instances. 


A follow-up study 


Following the initial study, the com- 
pany continued to keep its eye on ad- 
vances in the experimentation of its 
potential customers. After two years 
passed, a second market study was au- 
thorized for the purpose of obtaining 
a fresh “close look’ at conditions. 
Many of the same companies in the 
initial sample were again visited and, 
in this manner, direct and unmistake- 
able evidence could be obtained of per- 
tinent advances in the two-year span. 

The second study disclosed the exist- 
ence of a limited but growing demand 
for the chemical, and further indica- 
tions that, in the near future, this mar- 
ket would support the investment a 

















for Yourself 
or for the 


People of Your Company 








EASY FOR EVERYONE—WNo need to dread a long-distance 


move. Mayflower does all the work. Moving out and moving 
in, Mayflower Service is complete... settles you comfortably! 





SAFE FOR THE FURNITURE — Mayflower movers, all graduates 


of the Mayflower Movers’ School, know how to protect your 
possessions .. . use only the finest materials and equipment. 
Yes, you can rely on Mayflower for full satisfaction! ! 


Mayflower’s organization of selected warehouse agents provides on-the-spot rep- 
resentation at the most points in the United States and Canada. To locate your local 
Mayflower agent look in the classified section of your telephone directory under 
“Moving,” or call Western Union by number and ask for Operator 25. 


AERO MAYFLOWER TRANSIT CO., INC. « INDIANAPOLIS 





NATION-WIDE FURNITUR 


(Circle 101 for more information) 








This electrical “brain” can cut your bookkeeping costs 


Whether you number your accounts in thousands 
or in hundreds, the chances are you can save 
from 40% to 60% on bookkeeping costs by mecha- 
nizing with the fully electrified Remington Rand 
accounting machine. 

And because this machine substitutes electri- 
cal “brains” for human, your bookkeeper is re- 
lieved of all the mental strain of computing, 
totaling, checking and rechecking . . . is relieved 
of the overtime and emotional tension that usu- 


ally accompany peak work-loads at payroll time 
and month-ends. 

See your local Remington Rand _representa- 
tive. Put it squarely up to him to prove how 
Remington Rand mechanized accounting meth- 
ods will benefit you. 


Remington. Brand. 


Room 1219, 315 Fourth Ave. New York 10, N. Y. 


(Circle 149 for more information) 








potential supplier would be required 
to make. This time, more precise speci- 
fications, as well as cost data, were de 


veloped in regard to the product. 


Meanwhile, the company did not 
cease its internal research efforts to 
develop a more economical method of 
producing the chemical, nor its contact 
with potential users. As expected, a 
point was reached within two years 
after the second study where the re- 
search and progress of the supplier had 
merged successfully with that of a 
group of companies, and a new market 
had been created. The former firm now 
enjoys a dominant role in the new 
field and, in addition, has made sales 
of certain of its allied products among 
several of its new customers. 

During the latter stages of the devel- 
opment period, the company had be 
come gradually prepared for the move 
into the market, so that the transition 
from a research to a commercial enter 
prise occurred smoothly. The entire 
venture was launched without any 
loss. Iwo important aspects of this and 
similar marketing problems where the 
element of timing is critical are: 

1. If a study or an investigation of a 
specific situation fails to reveal the im- 
portant estimates of time and future 
dates, in precise enough language to 
be of value, management should con- 
sider performing one or more follow- 
up studies at shorter intervals of time. 
In this manner, an accurate gauge of 
the rate of change from a given set of 
marketing conditions can be obtained, 
and a more satisfactory prediction made 
of future conditions. It must be remem- 
bered that the important thing to know 
is not merely what the conditions are 
at a given time for a given situation, 
but rather what is the direction and 
rate of change of these conditions. 

2. Managements recognize the value 
of a negative set of findings relative 
to what had been a desired course of 
action. Naturally, many studies will re- 
veal findings containing surprise evi- 
dence and unlooked-for conditions, so 
that proposed plans must be altered. 
While this sort of an experience is fre- 
quently disappointing to management, 
it is, nevertheless, responsible for their 
holding a high regard for marketing 
studies which furnish them the facts 
on which they can base a decision. m/m 
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How the government applies 


“NET WORTH" 


when records are inadequate 


by Benjamin Newman, 
Tax Attorney, Member, New York Bar 


mms Recent Supreme 
Court decisions have reaffirmed the 
validity of the Treasury Department's 
use of the “‘net worth’ method of re- 
constructing an individual’s income 
for purposes of tax assessment. Faced 
with a taxpayer who has kept inade- 
quate records, the government has no 
alternative but to reconstruct his in- 
come outside and __ indirect 
sources. Although the favorite tool for 
this job is the net worth method, 


from 


there are several other ways whereby 
the “boom is lowered” on the unwary, 
careless, or negligent taxpayer. 
There is the “bank deposit method,” 
whereby the Treasury Department ob- 
tains transcripts of all bank accounts, 
going back as many years as it deems 
necessary. All deposits and withdraw- 
als are examined, and an attempt is 
made to characterize deposits as tax- 
able or non-taxable income. The gov- 
ernment assumes that all bank deposits 
are income, unless the taxpayer can 
prove otherwise. It is obvious that 
without may well prove 
quite difficult to explain the source of 
deposits made many years ago. 


records, it 


Where the businessman is concerned, 
and where his inventories are income- 
producing factors, the government 
may also use the “percentage of mark- 
up method” to compute the gross profit, 


and resultant net profit, in his busi- 


february 1955 


ness. This method takes advantage of 
the supposition that similar businesses 
have similar percentages of gross profit. 
Once again, the best defense to such an 
assumption is the maintenance of 


accurate records. 


The net worth method 


The net worth 
most often used by the Treasury De- 
partment. Treasury agents will com- 
pute balance sheets of a_ taxpayer’s 
holdings for the beginning and end 
of the tax year in controversy. The 
difference between the two statements 
is held to be the increase in net worth 


method is the one 


for the year. To this figure is added 
all personal and 
penditures not appearing on the clos- 
ing balance sheet. The total consti- 
tutes the net income for that year. In 
investigating these personal and non- 
deductible expenditures, the govern- 
ment will delve into a taxpayer’s per- 


nondeductible ex- 


will 
determine how much he spent on rent, 
food, clothing, recreation, and vaca- 


sonal habits and spendings. It 


tions. 
What 
make during the period involved? 


Did he buy an automobile? 
luxury disbursements did he 
In using such a method, the courts 
held that 
be that all of a taxpayers income for 


have the assumption must 


a year is either used during the year 
or is reflected in assets on hand at the 
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where youd least expect it 


REVO-FILE gives girl finger-tip control over thousands of cards from 
sitting position. Records come to the clerk. Saves lost time, motion. 


“Like getting 60 hours work in a 
40-hour week,”’ say office managers 
who've changed from old-fashioned 
card files to modern Revo-Files. 


YOU MAY NOT have realized it, but 
old-fashioned drawer and tub files 
actually “rob” a firm of time and 
efficiency. They wear out clerks, 
cause tension, errors, lost motion. All 
of which raises your operating costs. 
A simple change to modern Revo- 
Files stops these losses. No costly 
transposition job is necessary. You 


use the same cards you have now. 
But what a difference! 


Each Revo-File brings thousands of 
cards under finger-tip control. Elimi- 
nates lost time, motion, energy. Clerks 
use it from an easy sitting position. 
It’s compact. Mobile. Takes only a 
fraction of the space you’re using, now. 
If you have 3,000 or more active 
cards, being used for continuous 
reference and posting, it will pay you 
to check on Revo-File, today. Mail 
coupon, now, for full details! 


Why Revo-File is the world’s finest rotary file: 


@ Uses your present records. No costly 
changeover. 

@ Takes less floor space. 

@ Increases production. 

@ Reduces overhead. 

@ Cannot lose or damage records. 

@ Makes “in-out"’ filing faster. 

@ Mobile—move it where needed. 


Another fine product of % Mosler Safe Cermpany 


a ee ee MAIL COUPON FOR FREE ILLUSTRATED FOLDER! —= 


Revo-File Division 


The Mosler Safe Company, Dep’t MM-2, 320 Fifth Avenue, New York 1, N.Y. i 
Please send me your free, illustrated folder giving details on Revo-File, world’s finest rotary card file, 


FIRM NAME... wc ecccrrccrecevevesses 


ADDRESS... ccc ccc nceccveccvesesesees 


= og fa 


@ Available in manual, automatic electric 


selection, and “high-boy" models. Ac- 
commodates all standard card sizes. 
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. . there’s nothing faster than the wonderfully smooth, 
easy-to-use ADDO-X Symmetric Keyboard. Designed for 
minimum finger travel, it really makes the work fly. All this, 
plus exclusive Step-O-Matic Lever that offers calculator 
performance at adding machine cost whenever multiplying. 


Write for new descriptive literature, Dept. M 


ADDO MACHINE COMPANY, INC. 


145 WEST S7TH STREET, NEW YORK 19, N.Y., CIRCLE 5-6940 





Symmetric keyboard 
minimizes finger travel. 


WEST COAST BRANCH — WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 
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(Circle 171 for more information) 








completion of the given year. 


Some case histories 


On December 6, 1954, the Supreme 
Court handed down five decisions in- 
volving the net worth method, each 
of which presents a striking example 
of what a net worth case is and how 
it is developed. In one case, an oper- 
ator of a legitimate coin machine busi- 
ness was convicted of willfully attempt- 
ing to evade and defeat his own and 
his wife’s income taxes for the years 
1946 through 1949. Conviction was 
based on the Government’s computa- 
tion of net worth increases for these 
years, which showed net worth in- 
creases and nondeductible expendi- 
tures of $62,993.43, whereas taxpaye 
had reported income of $16,775.14. 
Taxpayer had not kept any actual 
books, and his receipts for the periods 
were tabulated from many _ receipt 
books, some of which were numbered 
and some not. Such a system, said the 
Court, placed taxpayer in a_ position 
of not keeping any books or records at 
all, and of receiving unrecorded 
amounts of income. 

In ascertaining taxpayer's net worth 
for the four years in question, the Gov- 
ernment came up with these facts: 
While taxpayer’s declared income was 
only $16,775, he had _ increased his 
bank balances by over $16,000, had 
added $1,000 to his holdings of U. S. 
Savings Bonds, had _ invested over 
$9,000 in real estate, and had funneled 
some $22,000 net additional capital 
into his business. These increments, 
said the Court, when considered in the 
light of taxpayer's receipts of unre 
corded amounts of taxable income, 
were sufficiently at variance with his 
reported income to support an_infer- 
ence of tax evasion. 


The "hidden gold" defense 


A common defense, often asserted by 
a taxpayer involved in a net worth 
case, is that the net worth increase 
shown by the Government is illusory 
and not really an increase, because of 
the Government’s failure to take into 
consideration the existence of a sub- 
stantial amount of cash on hand at the 
starting point of the net worth com- 


putation. This favorite defense asserts 


methods 


Pen 


the existence of a hoard of cash, made 
up of many years savings, secreted for 
those past years for various reasons, 
and not expended until the prosecu- 
tion period. Such a defense was 
pleaded in one Supreme Court case. 

In this case, taxpayer and his wife 
were convicted of attempted income 
tax evasion for the years 1946 and 
1947. ‘Taxpayers’ defense was that the 
Government had failed to include in 
its opening net worth computations 
an accumulation of $113,000 in cash 
and “hundreds and possibly thousands 
of shares of stock.’’ Most of the cash, 
specifically $104,000 of it, taxpayers 
claimed, had been accumulated by 
them prior to 1933 and had_ been 
stored since then and at various times, 
in a suitcase, a metal box, and in a 
canvas bag, and consisted mostly of 
$100 bills. ‘They further asserted that 
they had never dipped into their 
“cache” until 1946, when it became 
the source of their apparent increase 
in wealth, which the Government sub- 
sequently found in the form of a home, 
a ranch, a hotel, and other properties. 

The Government’s investigation of 
taxpayers’ claim of “hidden gold” 
brought to light the fact that during 
the period taxpayers claimed to have 
accumulated this money, they had lost 
their business, accumulated $35,000 in 
debts which were never paid, lost their 
household furniture because of an un- 
paid balance of $92.20, suffered a de- 
fault judgment of $506.66, and were 
forced to separate for approximately 
eight years because it was to their “‘eco- 
nomical advantage.” 

By checking taxpayers’ income tax 
returns as far back as 1913, the Gov- 
ernment also negated the possibility of 
taxpayers having accumulated such a 
sum by showing that the income de- 
clared in those years was insufficient to 
enable them to save any appreciable 
amount of money. No one, said the 
Court, with so much cash on hand, 
would have undergone the financial 
hardship that taxpayers endured dur- 
ing the period prior to the determina 
tion of the opening net worth. 

\ similar story of hidden savings was 
asserted as a defense in the third 
Supreme Court case. In this action, 


taxpayer was indicted for tax evasion 
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A revolutionary new 


HIGH FIDELITY 


ictation-Transcription Machine 


by COMPTOMETER 


Faye for ttsel 


Comptometer announces a revolutionary new dictation 






machine that pays-for-itself as you enjoy years of the finest 
high fidelity, magnetic dictation. Now dictation becomes 
as easy and natural as talking to your secretary. The amaz- 
ing lifetime guaranteed magnetic Erase-O-Matic belt 
can be used thousands of times over again. No expensive 
discs, cylinders or records to continually buy, ever. The hed, 
letters you dictate are so error-free...so easy to under- —VWhout acl of 


stand, because of the high fidelity voice reproduction, 


it makes any typist a secretary. Here truly, is America’s /T NEVER WEARS OWT 


finest machine with savings that now bring dictation Fa 
e 
7 aman! ie és 
* 














within the means of every business. Mail coupon for 
complete information on this compact electronic 
achievement by Comptometer. 






Another quality product by Felt and Tarrant, 
Mfg. Co., makers of World Famous Comptometer, 
Adding-Calculating machines since 1886 





Outstanding Features .. . 


@ ERROR FREE DICTATION e HIGH FIDELITY RECORDING 
e DUAL SPEAKERS e PORTABLE e SMALL—COMPACT 


with matchless SIMPLICITY of operation 


omptometer DIctATION—TRANSCRIPTION MACHINE 


COMPTOMETER Dictation Division 
Felt & Tarrant Mfg. Co., 1712 N. Marshfield St., Chicago 22, IIl. 























Gentlemen: We are interested in the Comptometer Office Dictation-Transcription Machine with the 
Lifetime Guaranteed Erase-O-Matic Recording Belt. Without cost or obligation: 

| Please send Complete Information ( Arrange for a Demonstration Arrange for a Free Office Trial 
Name __ nn EE 
Company ee ee ee sit ak Tae Be CAE ES. 
Address_ os GT i he ee eee aoe wl Hl ee Pe ee eth 
City a a es +.) | eee eS) | Rees ro) 
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New Snorkel Pen 
ends dunk filling 


46 
Ubalionad Accounting Machines save us $54,000 a year... 
return 120% annually on our investment!’’ 


“We purchased our first National Account- 
ing Machines 27 years ago. Their versatility 
and dependable service made it profitable 
for us to expand our use of Nationals as 
time went on and new models were 
developed. 

“We now use National Accounting Ma- 
chines for Accounts Receivable, Accounts 
Payable, Payroll, Labor Distribution, and 
General Ledger Posting, as well as a variety 
of accounting reports. 

“We estimate that our Nationals (which 


—W. A. SHEAFFER PEN CO., Fort Madison, lowa 


cost $44,000) save us $54,000 a year. Thus 
savings repay the entire cost every 10 
months—an annual return of 120% on our 
investment. 

“Ease of operation and dependability of 
National equipment provide additional sav- 
ings in employee satisfaction, and minimum 
down-time.” 





Vice President & Treasurer 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


949 OFFICES IN 94 COUNTRIES 
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In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 


save—and why your operators 
will be happier. 


“TRADE MARK REG. U.S. PAT. OFF. 


MSalional” 


ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 








for the years 1944 through 1947. ‘Tax- 
payer claimed that he had saved cash 
“in excess of $60,000" in the years 
prior to the prosecution period. The 
Government, in the preparation of its 
case had painstakingly traced tax- 
payer’s finances from 1922 through the 
prosecution years, all of which evi- 
dence pointed unmistakably to the 
conclusion that taxpayer had no such 
hoard of cash at the starting point of 
the net worth determination. ‘“Tax- 
payer, the Government disclosed, al- 
though he had filed and paid a nomi- 
nal tax in the years 1923, 1924 and 
1925, had not paid any other income 
taxes for the years 1922 through 1937. 
In 1936 and 1940, levies on a judgment 
for the sum of $13.76 were returned 
unsatisfied. Other facts brought forth 
from the shadows cast further light 


upon the absurdness of the claim. 


Complete records are best defense 


In countless cases, similar defenses 
of hoarded savings have been asserted. 
In a few of these multitudinous “hid- 
den savings” cases, taxpayers have been 
able to convince the court that hidden 
money had actually been saved over a 
period of years, and secreted for those 
years for a myriad of reasons. How- 
ever, in most of the cases, it appears 
to the writer that such a defense is 
asserted by taxpayer with a tongue-in- 
cheek attitude. 

These cases illustrate how burden- 
some and extensive a net worth case 
can become. Nor is there any guar- 
antee of accuracy of the government’s 
estimate of income, or in the taxpayer’s 
rebuttal of that estimate. For without 
records, too great a dependency is 
placed on an illusive memory. 

An accurate accounting system not 
only provides you with a detailed and 
analytical financial record, but it also 
substantiates, for tax purposes, your 
income and expense. Be certain that 
all entries in the books of account are 
Keep 
and safeguard all vouchers, supporting 


substantiated and documented. 


entries in your books. For if you can 
show that you are keeping the requi- 
site records, and they truly represent 
the financial condition of your busi- 
ness, and do truly reflect your income, 
then the net worth method cannot 
be used against you. m/m 
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is becoming in- 
creasingly apparent to industry that 
fringe labor benefits, or supplementary 
costs, substantial 


portion of the present cost of produc- 


labor amount to a 
tion. Often, in those cases where they 
are unknown, they can mean the dif- 
ference between profit and _ loss. 
Many have published 
their fringe benefit data in annual re- 
ports, employee publications, and ad- 
vertisements. The United States Steel 
Corporation has deemed fringe costs 


( ompanies 


of sufficient importance to include it 
in its Annual Report to Stockholders. 
They said, in part, “Few people are 
aware of the full extent of the increase 
since the 1930’s in the cost of an hour’s 
work. The reason is that in wage rate 
compilations there is general failure 
to include with the basic straight-time 
wage rates, numerous items of so-called 
‘fringe’ employment cost. The full 
cost of an hour’s work to an employer 
includes not only the straight-time 
rate for time worked, but many other 
costs that have been advancing rapidly 
in the past fifteen years. These 
‘fringe’ items have exactly the same 
effect upon production costs and sell- 
ing prices as though they were straight- 
time wages.” 

In the NACA Bulletin, Cletus P. 
Elsen, of E. Kahn Sons Company, Cin- 
cinnati, wrote: “In determining prod- 
uct costs for sales and_ inter-depart- 
mental transfers, out-of-pocket — ex- 
penses must be clearly shown at all 
times. ‘This is particularly important 
in the meat industry where profit mar- 
gins are very small (averaging about 
1°% of sales). In most cases, the single 
element of fringe labor costs amounts 
to more than the total potential profit 
on a product.” 


Fringe costs and your firm 


Do you know what these benefits or 
costs amount to in your business? Have 
you thought the future 


what may 
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by Moritz E. Pape 


General Auditor Pacific Division, Consolidated Chemical Industries Inc. 
Past National Director of the National Association of Cost Accountants 


How to estimate the costs of 


Fringe benefits 


Fringe costs are as important as direct costs in determining selling price 


bring in this respect? Increasingly, 
workers are using fringe factors in 
their negotiations and re-opening of 
contracts. This is not meant to be a 
criticism of either labor or manage- 
ment for their policies toward em- 
ployees’ welfare, but to show them both 
the benefits which have accrued over a 
period of years, and to emphasize the 
fact that management should be more 
cognizant of these benefits in figuring 
costs of manufacture today. 

For example, here’s how fringe 
benefits have affected one segment of 
one company, Consolidated Chemical 
Industries Incorporated, at its Pacific 
Division, manufactures 
quality animal adhesives 


which high- 
(glue) and 
its by-products. It is the largest manu- 
facturer of glue west of the Mississippi 
River, producing an average of 1,000,- 
000 pounds per month. 

In view of the fact that the World 
War II years tend to distort the actual 
economic situation, it is more feasible 
to compare the 1941 with the 
year 1951. By taking these two average 
normal years, with a spread of ten 
years, we may more readily and equit- 
ably see what has happened. 


year 





As a preliminary to the subject, it is 12. 
important to know what supplement- 13. 
ary labor benefits include. According 14. 
to M. B. Lake, Comptroller of Seattle 15 
First National Bank, the benefits that : 
are affecting most companies are: 16 


; 17. 
1. Retirement and pension plans and 


supplementary benefits. 18. 
19. 


Social Security levies. 
. Industrial insurance. 
20. 


Vacations. 


Employee education and training. 


Group life insurance. 


Noob WN 


‘ Non-occupational sickness and 
health insurance. 

8. Staff bonuses and gifts. 

9. Renting company-owned housing. 

10. Entertainment allowances. 


Tl. Athletic activities. 


16.2% in 


Publications and memberships. 
Group donations. 

Food service. 

Service recognition. 

Emergency loan fund. 

Leaves of absence. 

Music, 

Contributions in kind such as dis- 
counts, car allowances, etc. 


Suggestion awards. 


To these, we could add paid holi- 
days, purchase of uniforms, and many 
others. 


This, by no means, exhausts 


the list, either. 

The U. 
in their biennial Wage Supplements 
Surveys, shows that the ratio of benefits 
to total payroll was 14.4% in 1947, 


S. Chamber of Commerce, 


1949, and 18.7% in 1951. 


Further, the benefits in cents per hour 


FRINGE BENEFITS IN CENTS PER HOUR WORKED 
1947 


1941 









50 


Cents per hour worked 


1951 1953 


CCl — ‘”o increase 
over 1941 


215% 
101% 


CCi (Pac. Div.) Fringe Benefits 
U.S Chbr. Comm. Survey 
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What's this? blackjack oa 


worked were 19.2c, 24.8c, and 31.5c 
respectively, and the benefits per em- 
ployee per year increased from $393 
to $505 to $644 for 1947, 1949, and 
1951 respectively. 

. By way of comparison, CCI’s Pacific 
Division benefits increased 101.3% 


“Sag 1 .j/im 


from 1941 to 1951. The following 
j oe : ‘ ; 
» items were selected, in order to co- 


incide with those shown in the U. S,. 
Chamber of Commerce Surveys: 





Increase 

1951 over 1941 
1. Total Social Security 
(employer's portion of 


FOAB, FUI, and SUI) 61.5% 
2. Workmen's Compen- 

sation Insurance 13.8 
3. Pension Plan (none 

in 1941) 100.0 
4. Group insurance 278.8 
5. Commissary 516.8 


6. Sick Benefits (none 
paid either 1941 


or 1951) — 
7. Vacations 124.0 
8. Sick Leave (none 

in 1941) 100.0 
9. Paid Holidays 76.8 
10. Bonus 55.4 
Total of all benefits 101.3% 





Pension Plan and Sick Leave did 
not exist at all in 1941. Commissary’s 


increase is not soo significant as it is 





not a large item in dollar value. 
CCI’s Group Insurance which was 


‘ represented by only one insurance com- 
necessary transfers, layoffs, extra shifts 


could have been ordered on time. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 


Should these men be fired? Absolutely not. 
They reported on time. But the work 
hadn’t reached their department yet. 
Next week the same department may 
need a second shift. And once again man- 


pany in 1941 with premiums on a con 
tributory basis (employer and em- 
ployee), was covered by four diffe 
ent companies in 1951. This, by the 


way, is due to some of the unions (of 





agement may not know till too late. 
Costly production mixups like this can 
be effectively forestalled with Keysort 
punched-card accounting. In this case, a 
weekly Keysort work-load summary 
would have shown which departments 
had a light work-week ahead...and which 
ones were due to be overloaded. Thus 


give them to you fast. Complete figures 
reach your desk by the 4th of the month. 
Important interim figures come to you 
each Monday, or even daily. Whether you 
run a 100-man branch plant or a manu- 
facturing giant. And at very low cost. 
The trained McBee man near you can 
show you how it’s done. Or write us. 


* 
gece *., o® 6e®%e 0°°% ee eccce 
ecco e® =—§« Bg Ss e 08 ° 

seee § Poco’ S00 & % §$ ® 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio °¢ Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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which there are nine at the Bayshore 
Plant) breaking away from the _ prin- 
cipal group insurance carrier and in- 
sisting, in their reopening of contract 
negotiations, that we cover their par- 
ticular group insurance with the in- 
surance company which they had 
selected. In the case of two of the 
three union-sponsored carriers, the 
company pays the premiums in full. 

It should be emphasized that over- 
time premium pay is not generally 
considered a fringe benefit, and, there 
fore, should not be included in these 
studies. It is included in the base pay- 


roll, however, as it most naturally be- 
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comes a part of the base for calculation 
of social security, workmen’s compen- 
sation insurance, etc. 

Further, some may dispute the in- 
clusion of employer’s social security 
contributions as fringe benefits by the 
theory that this is a compulsory pay- 
ment anyhow, and all employers have 
to pay it. However, this is an impor- 
tant benefit to the employee, not in 
the class of overtime, and should be 
included just as much as workmen’s 
compensation insurance, 
compulsory too. 


which is 


Analysis of one other item in our 
comparison of 1941 and 1951 is worthy 
—Paid Holidays. Although this has 
increased 76.8% in dollar value, we 
paid for seven holidays (in most of the 
union contracts) in 1951 just as we 
did in 1941. ‘Therefore, increased 
rates of pay would be the obvious 
reason for this change, since the aver- 
age number of production employees 
of CCI in this survey dropped from 
180 in 1941 to 158 in 1951. 

It would also be natural to conclude 
that the 101.3% increase in “Total of 
all benefits’ would be due, in good 
measure, to increased rates of pay. Our 
over-all base rate of pay of production 
workers increased from $1.08 per hour 
in 1941 to $1.85 per hour in 1951. This 
means that if we were to follow the 
suggestion that the fringe benefits be 
added to the base rate of pay, it would 
have been $1.21 per hour in 1941 and 
$2.14 per hour in 1951. Because most 
surveys do not include fringe benefits, 
they are often misleading both as to 
labor costs and worker income. 


The big picture 


Now, let us compare the years 1941 
with 1951 as to totals, together with 
the totals shown in the U. S. Chamber 
of Commerce Survey for 1951 repre- 
senting 736 companies in all industry: 


Fringe benefits compared to base payroll 


CCl C. of C. 
(Pac. Div.) Survey 
1941 1951 1951 
Total non-wage 
payments as per- 


cent of payroll 11.8% 15.9% 18.7% 


Cents per hour 


worked 12.8c 29.4c 31.5¢ 
In $ per year 
per employee $279 $641 $644 


Further, it is interesting to note that 
CCI’s 1953 figures have increased to 
18.9% of base payroll, 40.9c per hour 
worked, and as much as $822 per year 
per employee. 


Has efficiency gone up? 


While reviewing these many fringe 
benefits and their rapid increase, we 
may also question whether or not effi- 
ciency has improved. Is labor’s pro- 
ductive power growing proportionate- 
ly, and is management’s operating 
efficiency helping to offset this increase 
of the fringe? 

Despite the decrease in the average 
number of production workers at CCI, 
from 180 to 158 in 1941 and 1951 re- 
spectively, the pounds per man prv- 
duction of glue increased 27% in ten 
Further, the pounds per man 
hour increase in ten years was 27%. 


years. 
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Hourly OVER-ALL BASE RATES OF PAY —PRODUCTION WORKERS 
— 1941 1951 1953 Sen 
increase 
7) ae ae over 194] 
98% 
2.00 
71% 
om 
—_ - - 
1.50 
1.00 | 
CE CC) (Pac. Div.) Rates of Pay 
were me ---- U.S. Chbr. Comm. Survey (1941 & 1947 not available) 
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The manual counting and im- 
printing of the many paper items 
necessary in today’s offices and 
factories is an expensive operation, 
however hidden the cost! 

Now, with the remarkable elec- 
trically operated Tickometer, this 
expense can be greatly reduced. 

The Tickometer counts up to 
1,000 pieces per minute—|labels, 
slips, tickets, tags, cards, currency, 
coupons, checks, etc. Gives whole 
or partial counts. And, withal, it’s 
so accurate, banks use it to count 
currency! 

The Tickometer can optionally 


PITNEY-BOWES 


© 


@) rp; 
= Tickometer 
Counting, Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 94 cities in U. S. and Canada. 





10 times as fast 
as you can! 


(Optionally imprints or “rubber stamps” 
at speeds up to 1,000 a minute!) 


be equipped to date, code, cancel, 
“rubber stamp’’—or otherwise im- 
print, as it counts. Manufacturers 
of food and drug products use it to 
prevent imitations, to indentify 
origins, inspectors, factory lots— 
quickly, unobtrusively, cheaply. 

Rented, as well as sold, the 
Tickometer is serviced from 259 
service points, coast-to-coast. Ask 
the nearest Pitney-Bowes 
office for a demonstration. 
Or send the coupon for a 
free illustrated booklet 
and a folder of case 
histories. 


ae ee 





PITNEY-BowEs, INc. 
4525 Walnut Street 
Stamford, Conn. 


Send Tickometer booklet 


} Send case studies 


Name— soso 


Address — 


(Circle 148 for more information) 
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“The Thundering Herd” 


-break in your control 





Stampede on the 25th floor! It’s area, and lost time is 


a fact that in many office build- 


the minimum. 


ings, elevator traffic reaches its 


peak at 10 A.M., the time for the 
“‘coffee-break”’. Rudd-Melikian’s 
Kwik-Kafé system puts an end 


to this widespread loss of time 


and efficiency. 


Employees take their 
break” right in the 


plant, without leaving their work 





® 
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that supply delicious Kwik-Kafé 


coffee and leading soft drinks af 


coffee- no cost to management. 


office or 


RUDD-MELIKIAN, INC. 


OF AN 


Rudd-Melikian, Inc. is the leader 
in the field of ‘‘coffee-break’’ con- 
trol, installing and servicing 


dependable dispensing machines 


‘There is a Rudd-Melikian dealer 


INDUSTRY 


(Circle 164 for more information) 





in most principal cities. Contact 


him, or write direct to us. 


You don’t have complete 
control unless 
you. have 


Kwik-Kafé. 


r 
| Rudd-Melikian, Inc., 

| 1949 N. Howard St., Phila. 22, Pa. 
| Gentlemen: 

| Please show me how to control 
| the “coffee-break” with R-M 
| dispensers. Booklet MM 1. 
| 

| 

| 

| 

| 

L 


Name os) eG ee 
Street 


1 ee Zone. . . State. 





a 





However, in 1948, CCI installed a 
new type of drier which cost a quarter 
of a million dollars, and which elimi- 
nated approximately 20 production 
workers. Could it not be, therefore, 
that the efficiency of this new ma- 
chinery accounted for the 27% in- 
crease in pounds per man hour? If so, 
this would eliminate the pounds per 
man increase of 27°%, because the aver- 
age number of production workers 
dropped from 180 to 158, or approxi- 
mately the 20 eliminated by the drier. 

Capital and management are en- 
deavoring to improve their products, 
efficiency of operation, and greater re- 
turn on investment. Management is 
more conscious of employee welfare 
than it used to be, due, in no small 
part, to union and government social 
reforms. Labor has unquestioningly 
improved its lot. 

If management has benefited in the 
past decade, the gains are attributable 
in large part to improved methods and 
machinery. It behooves management 
to invest in environmental and other 
factors which contribute toward in- 
creased productivity of its workers. m/m 


"worth 


More human relations training: 
At the United States Military Acad- 
emy, cadets receive a_ three-year 
course in Military Psychology and 
Leadership. This course appropri 
ately starts with instruction in psy 
chology in the sophomore year, in 
order to lay the foundation for an 
understanding of human_ behavior. 
It ends with instruction on several 
principles of leadership through the 
study of actual case histories of 
leadership problems. Thus, the new- 
ly commissioned 2nd _ lieutenant 
from West Point has been impressed 
with the fact that a military com- 
mander is a leader only if he gives 
full concern and consideration to the 
human relations factor. As he pro- 
gresses through the Army school sys- 
tem, he continues to receive instruc- 
tion on the subject. I do not believe 
comparable instruction on this sub- 
ject in either the undergraduate or 
postgraduate training of civilians is 
in practice. Col. E. R. Heiberg, 
U.S. Military Academy, West Point. 


repeating" 


methods 


How to use 


~ dlosed circuit TV 


A DO-IT-YOURSELF APPROACH 
TO THE USE OF INDUSTRIAL TV 








CE Cl osed-circuit television has become so common- 
place in business that you have probably been exposed to it 
without ever knowing it. The variety of applications is literally 
infinite, and new ones appear every day. 

Even a representative catalog of applications would run into 
the hundreds. On these pages we can present only a few generic 
uses from which a businessman can draw sufficient information 
to stimulate his own thinking. 

It is important to recognize that new applications are most often 
user-developed. Specialized training or knowledge is not required 


in this area once certain basic facts are understood. 


The basic facts you need 


Unlike “commercial” television, closed-circuit TV doesn’t go 
“on the air.” Instead, a cable carries the image from the camera 
to the monitor. From the monitof it can be dispersed, by wire, to 
a group of other receivers. ‘These receivers may be in different 
locations. ‘There’s nothing “fancy” about these receivers—inexpen- 
sive commercial television sets can easily be adapted. 

Price for the equipment varies depending upon the installation 
problems and the amount of cable and wire needed. One manu- 
facturer sells the equipment for between $3,000 and $4,000, which 
includes the costs for supervision of installation and training of 
personnel in the operation of the equipment. Basic equipment 
includes the camera, electron tubes, and a combination control- 
monitor, power supply unit. 

Che industrial TV camera is rugged. It is able to operate 
24 hours a day, seven days a week, with a minimum of service. 
Jt can withstand the imtense heat required in steel making, and 
it isn’t affected by radioactive materials. 

Closed-circuit TV is portable—about the size of a 16mm movie 
camera—which also makes it practical for installations in a small 
space. It presents a clear picture, perhaps not as sharp as the 
image in commercial TV (since the camera is not as intricate 
and since lighting is seldom optimum), but good enough to read 
blueprints, transmitted from building to building in a factory. 

Considerable literature is available detailing specific uses to 
which closed-circuit TV may be applied. For more information, 
circle number 247 on the Reader Service Card in this issue. 
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1 SELLING THE CUSTOMER 





TRANSMITTING 


Remington Rand had a very spe- 
cialized sales problem. A group of 
50-60 potential buyers were interested 
in learning how the company’s new 
computer worked. As the group was 
large, RemRand realized that it was 
impossible for everyone to get the 
close-up view needed to understand 
the workings of the equipment. 

The important part of the unit is 
the input printer that feeds informa- 
tion into the machine. RemRand 
wanted the group to see what the 
printer was typing. 

To make this possible, two TV 
cameras were brought in and con- 
nected to five receivers. In this way, 
everyone was able to view the en- 
larged pictures on the screen as the 
computer proceeded to solve a difficult 
problem. At the same time, they were 
able to look through a glass partition 
in back of the receivers and watch the 
actual machine operating. 


RECEIVING 
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andre RECORD STORAGE 





TRANSMITTING 


When a depositor hands his bank 
book and a withdrawal slip to a teller 
in the Boston Provident Institution 
for Savings, it is only a matter of 
seconds before his signature is veri- 
fied, the transaction recorded, and 
the money and bank book back in his 
hand. This swift, effortless operation 
is handled by a closed-circuit tele- 
vision system. 

Since iis installation, a teller is able 
to verify signatures or check bank 
balances instantly and _ accurately 
without leaving his window. All the 
records and accounts are stored in one 
convenient location, which makes 
them more accessible and also saves 
valuable floor space. Additional 
cameras are also used for protection. 
They are mounted to swing from side 
to side and scan the entire bank at all 
times. The monitoring sets are in- 
stalled in the executive offices and in 
the guard’s room. 


RECEIVING 

















4 out of 10 


produce more 


when you 
take the 


BLINDERS 
off ! 


This worker doesn’t know it 
(and neither does his boss) but 
he’s costing you a lot of money 
because his eyes aren’t right for 
his job! 

The jolting fact is that prob- 
ably four out of ten of your em- 
ployees fit this category. And 
these are the employees main- 
ly responsible for high produc- 
tion costs—work rejects, spoil- 
age, accidents—excessive labor 
turnover, training time, absen- 
teeism. 

It’s an established fact that 
42% of America’s industrial 
workers are visually unquali- 









fied for the jobs they are on. 
Visual performance tests given 
more than 12 million workers 
prove the close relationship be- 
tween employees’ seeing habits 
and their work records. 

Like hundreds of other firms, 
you will profit by giving your 
workers voluntary Bausch & 
Lomb visual performance tests. 
You administer them by means 
of the new improved Bausch & 
Lomb Ortho-Rater which you 
may now buy outright. The 
program is simple and easy to 
operate. It starts to pay off 
“overnight.” 


You'll find an eye-opener 
in a booklet we’ve 
prepared for you—‘‘Eyes 
Right for the Job.” 

Send for it now. 


3 A BIRD'S-EYE VIEW 





TRANSMITTING 


To speed up parking service, the 
Downtown Merchants Association in 
Oakland, California, uses television to 
spot vacancies immediately. A camera 
is mounted atop a tower overlooking 
the 225’x300’ lot and is connected to a 
21” television receiver in the entrance 
booth. A special pan and tilt mecha- 
nism, attached to an elevated control 
station near the tower, enables the 
camera to continuously scan the park- 
ing area and project what it “‘sees’”’ to 
the receiver in the entrance booth. 

When a motorist drives up, the 
attendant, by glancing at the screen, 
can direct him to an empty spot 
without having to leave his booth. 


RECEIVING 


A aie POLLUTION CONTROL 





TRANSMITTING 


The amount of smoke released daily 
from plants and factories is of great 
concern to business today because of 
air pollution on community health. 

Boiler operators at the Common- 
wealth Edison Company control the 
smoke discharge from its stacks via a 
monitor screen located above the 
firing aisle in the boiler room. When 
a stack belches too much smoke, an 
operator can correct operating condi- 
tions immediately. The television 
camera, which is protected in a 
weatherproof housing, watches the 
plant’s four smoke stacks from outside 
and relays continuously what it sees 
to the receiver’s screen. 


RECEIVING 








Just mail this coupon with your busi- 
ness letterhead to get your free copy 


BAUSCH 6 LOMB of EYES RIGHT FOR THE JOB. 
BAUSCH & LOMB OPTICAL CO., 


J 95338 Smith Street. Rochester 2, N. Y. 


(Circle 110 for more information) 
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D snes THE SALES FORCE 





TRANSMITTING 


In planning its annual dealer-dis- 
tributor meeting, Schenley Distrib- 
utors, Inc., had the problem of pre- 
senting a sales program to its entire 
nationwide organization. Obviously, 
a simultaneous presentation was de- 
sirable, but impossibly expensive— 
until the firm let TV do the job. 

Over 10,000 salesmen met in tele- 
vision studios, hotels, and theatres in 
38 cities. By means of a two-way 
“talkback” circuit, audience groups 
were able to direct questions to the 
Schenley executives. This visual com- 
munication sclution cost the firm, in 
time and money, a fraction of what it 
inight have been had they grouped 
everyone in a central area. 

In a similar situation, the Sheraton 
Hotels Corporation applied the same 
technique. However, its audiences 
were larger and less widespread. In- 
stead of individual receivers, a theatre- 
sized motion picture screen was used. 


RECEIVING 


6 "IMPOSSIBLE" OBSERVATION 


TRANSMITTING 


Rocket research work at Lewis 
Laboratory often takes place in hid- 
den and hazardous sections, where it 
is impossible to send a man. In one 
particular situation, information on a 
jet engine being tested was gathered 
by setting up a color TV camera to 
look through a window built into the 
wind tunnel. 

The different colors of the poison- 
ous exhaust gases, which have much 
meaning, were studied at a safe dis- 
tance. The camera transmitted the 
information to a monitor screen 
which was mounted on a large display 
board in the lecture room. 

The military personnel and_busi- 
nessmen present were given the read- 
ings and general breakdown of the 
new jet engine, which was set up on 
the display board under the screen. 
At the same time, they were able to 
watch the screen and see the actual 
experiment taking place. 


RECEIVING 
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" Aowe CAMGON 
| AIRTUBE GVCTEM 


Cuts Paper Handling Time by 95% 
PAID FOR ITSELF WITHIN 1 YEAR! 


Swank, Inc., Attleboro, Mass., manufacturers of men’s jewelry, 
leather and other accessories, have cut credit checking time 
of orders from 2 or 3 hours to 3 to 5 minutes. The credit 
supervisor reduced her daily trips to customer service and 
billing departments by over 80%. One full-time and one part- 
time messenger have been freed for more productive work. 


A 3” Lamson Airtube System accomplished this saving in 
) I - 


time and manpower. Transparent shell carriers . 


. with a 


10” inside length . . . give immediate recognition of contents. 
Engineered with simplicity, system consists of a central desk 
in customer service department with stations at the credit and 
billing departments. 


Paper work is now handled more rapidly, more efficiently and 
at less cost. Discover how a simple Lamson Airtube System 
can save you time, manpower and money. 


Plants in Syracuse 


and San Francisco 
Offices in Principal 


Cities 





MAIL THIS COUPON a 


Lamson Corporation 

3722 Lamson Street, Syracuse 1, N. Y. 

Please send me a free copy of “On Target” which 

will give me complete information on Lamson 

Airtube Systems. 

NAME TITLE 

COMPANY : 

ADDRESS Sas 
= nn RIN... ct STAT i scien 


- 
fae 


(Circle 165 for more information) 
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Would You Believe It Was Mimeographed? 


The new versatility of MODERN mimeographing, along 
with its speed and ease, has been a complete surprise for 
many people. As a result they are now producing more 
kinds of copies than ever before with this proved yet ever- 
developing process. 

For more information about MODERN mimeographing 
and the new electric A. B. Dick mimeograph, Model 437, sim- 
ply clip the *Information Request form below to your letter- 
head and mail to A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. A. B. Dick mimeograph products are for 
use with all makes of suitable stencil duplicating products. 


~~ A:B-DICK 


THE FIRST NAME IN DUPLICATING 
(Circle 117 for more information) 
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+ Information Request 


Department MM-25 


A. B. DICK and R are registered trademarks of A. B. Dick Company 





] SAVING INSIDE LEGWORK 





TRANSMITTING 


In the modern plant of the Ame 
ican Standard Division of the Bulova 
Watch Company, the engineering 
group is located in one building and 
production in another. Blueprints 
must be checked carefully at all stages 
of preproduction and actual produc 
tion. Visual communication provides 
just the means for achieving the et 
fective work coordination required. 

Television cameras, control units, 
and receivers have been set up in both 
departments. When an engineer has 
to check a design with production, he 
turns on his set, holds the drawing 
before the camera lens and talks into 
the microphone. The picture is trans 
mitted instantly. Previously, the de- 
partment superintendent spent valu 
able time walking from one building 
to the other, to clear every question 


able detail that came up. 
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METHODS 


RECEIVING AND 
SYSTEMS 
MEN 


“Found! The vital link that perfects property 
control. One typé of tag, one method of mount- 
ing, uniform “out-front” placement and legible 
numbers . . . outstanding attributes of this in- 
novation in the tagging of furniture, fixtures 
and equipment.” 


The Argonne Laboratories in Chi- 
cago was performing a dangerous test 
with radioactive materials which 
could not be safely handled. A very 
minute chemical analysis had to be 
made and it was necessary that the Tt SERIALLY NUMBERED 

; : PURCHASING ; \ A 
chemicals be accurately poured from wy pe yove 
=ieaius AGENTS ' ~ 
one small vial into another. ~*~ 


Remote control equipment could “Now, because we know what we have and 

where we have it, we’re making the most effi- 

: cient use of our equipment. The positive check 

enough without visual control. A against loss, theft and unauthorized transfer 

unique television system was devel- eliminates unnecessary purchases . . . helps de- 
1 / termine obsolescence of equipment. 


not be used as it was not accurate 









oped for them. It worked in con- 
junction with two remote control 


hands. The operator’s fingers fitted COMPTROLLERS o 4 va NUMBERED 
into metal ones and, as he moved each AND ' P Autographs 
finger, it was repeated by the mechant- ACCOUNTANTS 

“We're interested in records . . . accurate rec- 
ords that simplify depreciation of equipment for 
tax, insurance and accounting purposes. These 
flasks, picked them up, and accurately attractive, easy-to-read tags, eliminate reporting 
errors. To say that they've paid for themselves 
is an understatement.” 


cal hands set up in the next room. 
The mechanical hands guided the 


poured from one test tube to another. 
Color television was used so that the 
materials and equipment could be 
color-coded to simplify identification MAINTENANCE ae ee NUMBERED — 

and avoid possible errors. SUPERVISORS — - a Goplaud Autographs 

By splitting the monitor screen in 7 

half, and fitting a camera that had 
polaroid lenses with a binocular lens, 


“They're easier, faster and safer to mount than 
any other permanent identification device. Al- 
though we use unskilled labor, there is no dam- 


e + : 
Attractive age to precision equipment because drills, 


screws or bolts aren’t needed.” 


two images were presented, which in 
turn produced a_ three-dimensional 


image. The operator also was fitted “OUT- FRONT” 
with polaroid glasses. Thus, the chem- Property Tags 


ist, seeing at a distance in three 


dimensions, was able to manipulate WRITE TODAY 

all the intricate apparatus with the that , for FREE booklet “HOW TO PERFECT 

precision required, and at the same 12 YOUR PROPERTY CONTROL SYSTEM. 
a 


We'll include “try-before-you-buy” samples. 
time a 14-foot concrete and lead wall 


was between him and the experiment. 


(Circle 138 for more information) 
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ENDORSED by THE TRADEMARK OF 
all branches PERFECT PROPERTY CONTROL! 





City National 56 


KANSAS CITY, mol | 





SERIALLY NUMBERED 
NAMEPLATES 


that Sick / 


NO SCREWS -- NO RIVETS 
NO TACKS -- NO TOOLS 


Beautiful, easy-to-read “SERIALLY 
NUMBERED AUTOGRAPHS" are pro- 
duced from lustrous .016” Satin Finish 
Aluminum. They are much more dur- 
able-than foil or paper labels, more 
impressive and easier to mount than 
conventional ‘‘tags’’, You'll like the 
legible, black-filled stamped numbers, 
the colorfully lithographed copy and 
the abrasive-resistant clear lacquer 
overcoating. 


The solvent-activated adhesive back- 
ing on “SERIALLY NUMBERED 
AUTOGRAPHS” is efficient on any 
clean surface. (even on crackle fin- 
ish!) Simply brush solvent on the ad- 
hesive backing and press into place 
with your fingers. 

The bond is not affected by moisture, 
petroleum products, alcohol, acids or 
alkalies. Because of permanent elas- 
ticity and toughness, it withstands 
temperature variations and shocks in- 
jurious to conventional adhesives, 


“SERIALLY NUMBERED AUTO- 
GRAPHS" are cellophane-wrapped in 
a “work-out-of" carton containing ac- 
tivating solvent, brushes and mount- 
ing instructions. It’s complete! There 
are no “extras’’ to buy. 


DESIGNERS-MANUFACTURERS 


METALL me 


1619 SOUTH FEDERAL 
MASON CITY, IOWA, U.S.A. 
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A new way of life in the office for the BOOKKEEPER... 
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by Leslie M. Slote 


Ass't to the Pres., Ketay Instrument Corp. 
Management and Labor Relations Consultant 


question: 


“A firm that we know recently 
had their payroll records examined 
by the Wage and Hour Division of 
the Department of Labor. Several 
minor violations, obviously uninten- 
tional, were picked up and adjust- 
ments in buck pay had to be made, 
going back two years, which is the 
statute of limitations in such cases. 
What immediate procedural steps 
would you recommend to make sure 
that our records are in order?” 


answers 

It is an excellent idea to clean house 
now and make sure that your wage, 
salary, and overtime policies comply 
with all requirements of the law. First, 
be certain that your Payroll Depart- 
understands the full meaning 
and application of the Fair Labor 
Standards Act (1938, as 
which primarily requires that one and 


ment 
amended), 


one-half times the employee’s regular 
hourly rate be paid for all hours 
worked in excess of 40 in any one 
work week. Remember that the regu- 
lar rate must be computed as an hour- 
ly rate, regardless whether compensa- 
tion is paid as a weekly, semi-monthly, 
or monthly wage or salary, piece rate, 
or commission. 

Spell out the exact method of cal- 
culating the regular hourly rate for 
each employee category. This rate is 
computed by dividing total remunera- 
tion for employment (omitting statu- 
tory exclusions) in any work week, by 
the total hours actually worked during 
that week for which such compensa- 
tion was paid. It must include such 
factors as production bonuses, sums 
paid out as gifts or bonuses (non-dis- 
cretionary) which are measured by or 


dependent upon hours worked, pro- 


ductivity or efficiency, paid waiting 
time, minimum hourly guarantees, etc. 

For example, an employee in one 
week might earn $46 at piece rates fon 
46 hours of productive work and be 
paid an additional 75c per hour for 4 
hours of waiting time. The total ot 
$49 would be divided by 50 hours to 
arrive at his regular rate of 98c per 
hour. Thus, for the week’s work, the 
employee is entitled to receive $53.90, 
representing 40 hours at 98c plus 10 
hours at $1.47. 

If, in the example quoted above, the 
employee had been hired at $46 per 
week to cover all hours worked, and 
if the weekly hours of work fluctuated, 
his regular pay rate would vary from 
week to week and would be the aver- 
age hourly rate each week. Suppose, for 
example, the employee worked 40, 46, 
50, and 41 hours during a four week 
period. His regular hourly rates would 
be $1.15, $1.00, $.92, and $1.12, re- 
spectively. Since the employee has al- 
ready received straight-time compensa- 
tion for all hours worked, only addi- 
tional half-time pay is due for all 
weekly hours worked in excess of 40. 
He is then entitled to $46, $49, $50.60, 
and $46.56 per week, respectively. 

I know of an instance in which 
weekly salaried employees were trans- 
ferred from a 40-hour to a 3714-hour 
work week. The company policy was 
to pay straight-time rates for addi- 
tional hours worked in excess of 3714 
and up to 40 hours per week, and, of 
course, time and a half for hours 
worked in excess of 40. The Payroll 
Department in computing overtime 
pay, made the common mistake of us- 


methods 


ing the old hourly conversion rate 
marked on the employee’s individual 
earnings record. This meant that an 
employee earning $40 per week was 
still paid $1.00 an hour for any addi- 
tional hours worked between 3714 and 
40, and $1.50 an hour for time worked 
beyond 40 in any one work week. Ac- 
tually, the reduction in work week 
hours to 3714 meant that the straight 
time hourly rate was now $1.07 and 
the premium rate $1.60 per hour. No- 
body was aware of this unintentional 
error, which later resulted in back pay 
liability, until it was picked up by an 
Inspector for the Wage and Hour Divi- 
sion. Also, if you are doing govern- 
ment work on prime or sub-contract, 
be sure to read the Walsh-Healy Act 
and interpretive bulletins. 

Another point to check is the over- 
time exemption allowed by Part 541 
of the Fair Labor Standards Act. Ad- 
ministrative, Executive, Professional, 
Sales, and other exempt categories are 
carefully defined and explained. Don’t 
make the common mistake of believing 
that the bestowing of a title automat- 
ically creates an exemption. For ex- 
ample, although you may feel that 
your accounts payable supervisor is a 
supervisor in every sense of the word, 
her salary range plus the fact that she 
is a “working” supervisor, and spends 
15% of her 
supervisory duties, may not make her 
exempt under law. Set up descriptive 
job-categories that are bona fide in the 
sense of the law, which means that the 
criteria for exempt categories are the 
actual duties performed, and not the 
job title. Finally, be sure to read the 
Fair Labor Standards Act and related 
explanatory and interpretive bulletins, 
which are available from your regional 
Wage and Hour office. 


perhaps only time on 


questions: 


“We installed a new inventory 
control system and are wondering if 
it is necessary to maintain stock 
cards on such miscellaneous items 
as cartons, screws, washers, labels, 
tags, etc. Our Production Planning 
Department feels that it isn’t neces- 
sary because as stocks run down, the 
items can be flagged by the stock 
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How big do we have to be 


in order to use electronics? 


How can we find out 


Who 
Do 
Must we centralize operations 


What low-cost electronic 


Which 


whether electronics fit our business? 


should be on the staff 


of an electronics investigating team? 


punch card personnel make 
good electronics men? 


to use electronic equipment? 


machines are available? 


firms in our industry 


have electronic installations in use? 











program: 


a i i i di di di di din 


Electronic Accounting Machine Developments 


Approach to the Automatic Office 
Preparing Students for the Automatic Office 
Planning for the Automatic Office 

Preparing for Electronic Data-Processing 


Applying Electronics to an Inventory Problem 


Seminar: Orientation in Electronics 
Seminar: Initiating an Electronics Program 


Seminar: Using Present Electronic Equipment 


LATE LAST OcToBER, the Systems 
and Procedures Association of 
America held a three-day manage- 
ment conference. This was no meet- 
ing of “long hairs.” Although the 
speakers and seminar leaders formed 
one of the best panels of manage- 
ment experts ever convened, their 
approach was completely “practical.” For example, 
this was the agenda for the electronics section of the 









A book that 
will answer your 
questions about 


or the 
office 


Electronics 








AVAILABLE IN BOOK FORM 
The entire Proceedings were transcribed and are now 
being published as a deluxe, hard-bound book called 
WORKSHOP FOR MANAGEMENT. It’s a big book 
— beautifully designed and printed on fine paper. The 
text and illustrations run approximately 400 pages. 
A limited number of copies are available at $19.00 
each. The book is offered with a “look first” guarantee. 
You will be billed only after you have received your 
copy and are satisfied with its contents. To be assured 
of a copy, order today. 
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MANAGEMENT MAGAZINES, INC., 
Room 103, 141 East 44th St., New York 17, N. Y. 

Please send me WORKSHOP FOR MANAGEMENT. | will remit $19.00 
within five days or return the book. Bill me (1) Bill my company 1) 
(You may use the postpaid Order Card bound in this issue) 
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They can’t even keep close— 

In one minute the girl at the Recordak 
Microfilmer will make a photographically ac- 
curate and complete record of 200 letter-size 
documents. 


You could add two hundred clerks to the staff 
shown above ° quadruple their transcription 
speed, and it would still be no contest. 

This will give you an idea of how slow and costly 
manual transcription really is—with pen, type- 
writer, bookkeeping machine, etc. And why over 
100 different types of business, thousands of con- 
cerns, are now using Recordak Microfilming to 
simplify their record-keeping routines. 


In some of these routines, only a few words 
or figures on a record were being transcribed 
manually. Still Recordak Microfilming saved money 
—lots. For this truly amazing process gives you 
pictures for a fraction of a cent apiece. And, 
remember, they’re error-free. 

It will certainly pay you to double-check with a 
Recordak Systems Man soon. He has hundreds 
of case histories at his finger tips. And the chances 
are he can point out how costs have been cut on 
jobs similar to yours. 


“Recordak’’ is a trade-mark 








Write today for complete story—including facts 
on the line of Recordak Microfilmers designed for 
all requirements, all budgets. Recordak Corpora- 
tion (Subsidiary of Eastman Kodak Company), 444 
Madison Avenue, New York 22, N. Y. 
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=RECORDEK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfiiming— 
and its application to office routines 


(Circle 120 for more information) 








room for reordering.” 
answer: 

It is advisable to have some positive 
measure of control rather than leaving 
it to rule-of-thumb discretion. A stock 
card is desirable. However, the me- 
chanics of operation can be informal. 
For example, it may not be feasible to 
have screws or other factory supplies 
requisitioned in’ exact quantities as 
needed. It is usually more practical to 
issue bulk supplies, deduct them from 
the record card, and then requisition 
purchases when the reorder point is 
reached. In our own plant we have a 
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STOCK 
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double check on miscellaneous supplies 
and materials. A reserve quantity 
(based upon current rate of usage, 
vendor's lead time, plus a safety cush- 
ion) is marked with a colored tape of 
string, and labeled with a control tag. 
Before using the reserve stock, the tag 
is torn off and sent to Production Plan- 
ning for immediate action. The tag 
stub indicates that the item has been 
flagged for reordering. In smaller 
plants, the tag system alone may be 
sufficient for miscellaneous items, with- 
out the necessity of stock cards. m/m 
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How safety programs pay off in 


Lower insurance premiums 


by William H. Burhop, President 


Employers Mutual of Wausau 


CE dustrial safety is 
a concern of top management for 
reasons other than good employee 
relations, ‘There’s a very. real dollars 
and cents angle. Studies have proved 
that the average cost of an industrial 
accident to an employer is four times 
the amount paid out by the insur- 
ance company in settlement of the 
original claim. 

A lot of factors are involved: some 
are tangible, others strongly reflect 
the human element. ‘There is, for 
example, the interrupted production 
which almost always follows an acci- 
dent. Often, an accident means a 
breakdown of machinery, which has 
to be replaced. There is the loss of 
skilled workmen, and the training 
of replacement workers, to fill in for 
the injured, which is costly. There 
is spoilage of materials which are 
scrapped at a total loss. 

Employee morale can be a major 
factor in boosting the costs of indus- 
trial accidents. A particularly severe 
accident may reduce worker eff- 
ciency to a point where real inroads 
are made into production schedules. 
Reduced output often means the in- 
ability of a manufacturer to meet 
critical shipment deadlines, with 
subsequent loss of faith in him by 
his customers. Bad publicity follow- 
ing a major accident can seriously 
affect an industry’s community rela- 
tions problems. If the accident is 
bad enough, it may cut off the po- 
tential supply of new workers for a 
considerable period of time. Sound 
accident prevention tec hniques, 
then, are more than a problem a 


~ 


the supervisor level. They belong at 
the top echelons of management. 

A reduction in the number of 
accidents is the only means, short of 
a reduced payroll, by which an em- 
ployer can cut the costs of his com- 


pensation insurance. A policyhold- 
er’s rates are largely based on his 
accident experience rate. 

Savings can be substantial. A 
large Eastern transit company will 
realize direct savings of about 
$25,000 this year, through a stepped- 
up safety program. In the last four 
years, this company has realized sav- 
ings of more than $55,000. 

The average loss in compensation 
insurance is 60% of premiums paid. 
If the insured’s experience runs to 
the average, he then pays the base 
rate for his classification. As his 
accident experience goes above or 
below this average, he acquires deb- 
its or credits. This means he pays 
more or less than the average for 
the same amount of insurance. 

The insurance files are full of 
cases where sound accident preven- 
tion techniques have led to remark- 
able premium savings. 

Employees in the black oxide de- 
partment of a Southwestern plant 
were being exposed to lead dust, 
which was being inefficiently vented 
to cyclone dust collectors located on 
the roof of the plant. As a result, 
much of the dust was being dis- 
persed through the neighborhood. 

A careful study of the problem 
brought about a revamping of the 
ventilating system and the use of 
bag-type dust collectors. After in- 
stallation of this new system by the 
policyholder, at a cost of only $4,000, 
it was found that hundreds of 
pounds of the black oxide were sal- 
vaged daily. At the then current 
price of this material, which was in 
short supply, annual savings due to 
salvage amounted to more than 
$20,000. Thus, the policyholder 
effected a very substantial saving in 
material cost as well as minimizing 
the hazard of lead poisoning. m/m 
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How XEROGRAPHY ----~ 


cuts duplicating costs $8,000 a year 


at “Taylor Instewment Companies ... 


Plus — 


speeding paperwork! 
saves 7872 hours of 
“waiting-time” a year! 


Yaylor Instrument Companies, the world’s largest manufacturer of indicating, 


recording and controlling instruments for home and industry, uses xerography 
to cut paperwork duplicating costs. In addition to tangible cost savings of more 


than $8,000 a year, Taylor speeds paperwork by eliminating six hours of typing 
and proofreading time a day. AND, since using xerography, 984 8-hour days 
of waiting time are saved yearly, compared with former methods. 

Price lists, bulletins to salesmen, factory office forms, changes in branch office 
personnel, facsimile letters for answering inquiries, magazine articles, confiden- 


tial reports to executives, are copied 
onto paper masters by xerography 
quickly and economically. These mas- 
ters are used to run off multiple copies 
on an offset duplicator. 

Anything written, typed, drawn or 
printed can be reproduced with photo- 
graphic accuracy in about three min- 
utes by xerography onto an offset paper 
master for runoff of multiple copies on 
an offset duplicator. Original copy may 
be enlarged, reduced or reproduced 
same size by xerography in XeroX® 
copying equipment. Copies can be 





The Taylor controllers (center) automatically main- 
tain pressure and temperatures in the reactors at this 
chemical processing plant. Today a large percentage 
of the company’s output goes to industrial plants. 


made from one or both sides of original material by xerography. 


For use in diazo type machines, translucent intermediates can be made from 
any original subject in the same speedy way. 


‘There is no limit to the versatility of the dry, electrostatic xerography process 
in paperwork duplicating applications. It is now possible, with xerography, to 
produce up to eight copies including an offset paper master or translucent 


master from one xerographic image. 


Write for proof of performance folders showing how Taylor Instrument Companies and 
companies of all kinds are cutting duplicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 


55-2X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


KEROGRAPHY > 


The fastest, cheapest, most versatile way to noche ules Ae 





(Circle 128 for more information) 
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ASE STEEL 
OFFICE FURNITURE 





Better Built for Better Business 


The superier quality of ASE steel office furniture is inherent in its design, construc- 


tion and finish. The extra advantages ASE offers you are real. You can see them... 


test them.. 


. compare them at your dealers. e Here are some ASE advantages to 


look for. All are ASE developments...many are exclusive. e Desk tops have rounded 


corners and mar-proof Styledge Molding set in anodized aluminum trim. Pedestals 


are tapered 


... Styled for pleasing appearance. Pedestal bases are smoothly rounded 


—no sharp edges to catch or scuff shoes. Island bases afford more comfortable foot 


room. Desk drawers are extra deep. They glide smoothly, easily, quietly on six patented 


Nylon bearings. Desks are Bonderite treated to resist corrosion and provide the fin- 


est, permanent, lustrous finish. Every ASE product has similar exclusive advantages. 


See your ASE Dealer and investigate the many extras that mean greater efficiency. 
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See the smart, new ASE steel furniture at your dealer's 





ALL-STEEL EQUIPMENT INC., Aurora, Illinois 


Write for complete information. There’s an ASE dealer near you 


(Circle 163 for more information) 











Whiteprinting 
statistical reports 


reduces direct labor costs 


A new method of presenting statis- 
tical reporis has saved the cost depart- 
ment of one manufacturing company 
over $50,000 yearly in direct labor costs 
alone, according to their own figures. 
A planned operation summary form 
has been prepared as a master form to 
visually summarize all operations. It is 
divided into seven parts. The graphs 
show the units produced by thousands, 
payroll costs per unit, material costs 
per unit, indirect costs per unit, 
minutes worked per unit, material in- 
ventory values, and total cost per unit. 

In preparing the film original, the 
trend index figures are inserted in pen- 
cil, allowing for adjustment, as well as 





PLANT OPERATIONS SUMMARY 


UNITS PRODUCED PAYROLL COSTS PER UMIT «| RATERIAL COSTS PER UNIT 
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quick and easy insertion of new figures. 
A matte film is used instead of trans- 
lucent paper, because it is more dur- 
able and reprints faster. 

The company now uses this form for 
all their cost reports with the exception 
of one recap sheet. Within two hours 
after receipt of the tabulations from 
which the graphs are computed, the re- 
port consisting of about 18 pages and 
30-odd copies, is ready for distribution 
to management. Through the white- 
printing process, relatively few copies 
of the originals can be made in very 
short order, and they can be color- 
coded for distribution control. 

For more information, circle number 
244 on the Reader Service Card. 
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How to develop management responsibility 


mmm Pe piecsent trend to 
ward decentralization in business has 
produced a whole new group of top 
Management training, A plant man 
ager, for example, suddenly finds him 
self responsible for sales, 
and finance 


production, 
While the practice may 


at first seem unwise—even dangerous 


4 


actually consistent with present 


thinking in the field of management 
deve lopment. Firms like Westinghouse 
appoint men to positions of respons! 
| yn) th bas 5 ol th ir potentia 
al ] : ‘ 
rather than their training. The man is 


expected to “grow into” his job 

Some form of interim assistance fo1 
these tyro managers is needed to help 
them over the rough spots. One such 
crutch,” used by a subsidiary of the 


| Manuface 


highly diversified Rockwell 


turing Company is a “check list’ for 
management. This check list is aston- 
ishingly broad in its scope—almost too 
broad. It is interesting, however, in 
two important respects: 1) It indicates 
the vastly complex job of today’s top 
manager who must have, at least, a 
working vocabulary covering = such 
widely different subjects as tooling and 


public relations. 2) It encourages on 


the spot attention to specialized prob 


lems, thus increasing the probability 
of independent action when it is ac 
tually necessary. 

The following is a statement by 
W. F. Crawford, President of Edward 
Valves, Inc., 


Fven though general managers in 


a subsidiary of Rockwell: 


our company do rely on our headquar 


ters stall for know-how, 


specialized 


t 





CONTROLS FOR ROCKWELL'S GENERAL MANAGERS 


PRODUCTION — MANUFACTURING 
I. Check low volume 


items with sales 


iin POSSLD €ClnmmMimations 

2. Eliminate expensive subcontracting 

3. Make i continuing review OF excess 
ind ( CILY 

1. ¢ ntro n\ moryv through constant re 
view of economic lot quantities. 

>». Rearrange equipment to reduce manu 
facturing cycle times, which in turn 
reduces Inventory 

6. Reduce in process inventories through 
bet r mate! s randlis u 

i A | KEW SUCCESSLU l ll loading 
| cedures } quit pcr cl ie ch ckineg 

é. 1 ve youl uly rvisors read trace MaLa 
7ines tor ethcrency mpro ment ideas 

9, Read the trade data on manufacturing 


plant automation 
10. We make m 
material \re you using the right 


St products by removing 


tools and whee ls? 


NP What do vou know about develop 
] 


ments tor cooling tools: 


; 

2 

12 B 1 

awe ee Sure your new machines are proved 
by actual use by methods engineers 


before putting into production lines 


13. Are you using electric power instead 

oft muscles? 

14. Chart by flow diagrams the activities 
% your material handling truckers 

15. Can you possibly use weldments on 
short run items? 

16. If vou do or should use welding, have 
you investigated the new metal art 
inert gas process? 

17. Will the use of production time clocks 
increase Output on some of your prob 
lem machines? 

18. List 5 tool types with highest breakage. 

19. Remember you and vou top men can't 
introduce a new product on an eight 


hour day If vou must work overtime 
what's better than on a new product 


20. Make some investigations to find out 
if your instructions are understood 


21. Run meetings on a strict time schedule 


ADMINISTRATIVE 

22. Are you using your oijifce machines 
efficiently? 

23. Are your trucks and mail cars makine 
unneeded trips? ntir 
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in a decentralized operation 


management aggressively 
independent action whenever it’s nec- 
essary. This means that our general 
(a term synonymous with 


encourages 


managers 
“plant manager” in our company) 
have a good deal of latitude in the 
operation of their plants. Consequent- 
ly, they've got to prepare themselves 
for the time when they must be their 
own industrial engineering expert, 
their own production genius, or per- 
haps their own chief engineer. True 
enough, skeleton purchasing, account- 
ing, engineering, research, and other 
departments are maintained at each 
plant—but final decisions on highly 
technical subjects are a function of the 
veneral manager in the absence of a 
headquarters specialist. 

“The fact that the general manager 
is given considerable latitude in the 
exercise of his authority, and the recog- 
nition that he is management's repre- 
sentative in his plant city, places a 
responsibility on management to equip 
him with all the data he needs to make 
prudent decisions. 

“One of the ways we try to do this 
is by scheduling Management Meetings 
at periodic intervals. The Annual 
Management Meeting, held early in 
the year, is attended by all officers, de- 
partment heads, and staff members, in 
addition to plant managers and re- 
gional sales managers. It serves both as 
a full-scale review of the year just past, 
and as an exhaustive analysis of what 
lies ahead for the coming year. Inter- 
spersed with the Annual Management 
Meetings are more frequent meetings 


of general managers 


The function of the check list 


‘A recurring subject at such meet 
ings is ‘What is the function of the 
plant manager?’ Our policy manual 


has much to say on this subject. But 








NEW 


Master Paper for 
irect Copying 
Machines 








gives you the 
clearest, sharpest 


copies yet! 














FAGLE-A 
TRANSLUCENT 
BOND 


ideal master paper for Bruning, 
Ozalid, Pease and other direct-print 
machines. With Eagle-A Translucent 
Bond as your original sheet, you can 
get better copying results every time. 
The improved translucency of this 
new master paper gives you cleaner, 
unclouded copies of records and forms. 


High in quality, low in cost! Made of 
selected fibers, Eagle-A Translucent 
Bond has a smooth surface excellent 
for writing, typing or printing. . . and 
strong durability. You'll want to test 
its quality, compare its low cost. Avail- 
able through Eagle-A distributors. 





EAGLE A 


By the makers of Coupon Bond 
and other Eagle-A Business Papers 


art 














Clip this coupon to your letterhead i 
AMERICAN WRITING PAPER CORPORATION ~ 
HOLYOKE, MASS., DEPT. M 7 
Send FREE packet of Eagle-A Translucent Bond 3 
with printed samples and blank test sheets: g 
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"The 
dictionary habit’ 
increases office 
accuracy, 


cuts costs 


The success of your business may well be 
affected by the accuracy of your corre 
spondence. No doubt about it, poorly 
worded correspondence and _ inaccurate 
facts and figures have ruined many busi- 
ness transactions. That is one reason why 
it will pay you to equip every executive, 
stenographer, and secretary with an indi- 
vidual copy of Webster’s New Collegiate 
Dictionary and to equip your office or 
departments with at least one copy of 
Webster’s New International Dictionary, 
Second Edition. 


Assure accurate 
correspondence 


When you place these up-to-date reference 
books at the finger tips of your personnel, 
you minimize the human temptation to 
guess, and your business gains the prestige 
of correctly spelled, precisely written cor- 
respondence with the added assurance of 
accuracy. 


Increase office efficiency 


You increase office efficiency, too. Ste- 
nographers and secretaries without a desk 
copy of Webster’s New Collegiate waste 
valuable time tracking down the correct 
spelling, proper division, or standard 
abbreviation of a word. Executives in an 
office not equipped with Webster’s New 
International Dictionary, Second Edition, 
must often search through numerous 
special reference books to find information 
that would be at their finger tips with 
this ‘‘great question answerer.”’ 






o Doubt About It! 





For desk use 
Webster's New Collegiate 


assures correct spelling, 
proper word division, 
precise meanings, ac- 
cepted abbreviations, 
preferred pronuncia 
tions, accurate word usage, 
and sound facts about per- 
sons, places, weights, measures, monetary 
units. This up-to-date ‘‘business hand- 
book”’ has 1,196 pages, 125,000 entries, 
and costs only $5.00 unindexed, $6.00 
indexed. Even less for ten or more. 


For general reference 






Webster’s New Inter- yj 
national Dictionary, \ k 
Second Edition, is an | 
unimpeachable volume 
of 600,000 entries, thou- 
sands of encyclopedic ar- 
ticles, 12,000 illustrated 
terms, magnificent color 
plates, biographical and geographical sec- 
tions. It is ‘the Supreme Authority” of 
the nation’s courts, universities, and the 
Government Printing Office. It is equiv- 
alent in type matter to an 18-volume en- 
cyclopedia—truly the greatest value in 
book form in the realm of knowledge. Yet 
it costs only $35. A handsome table 
specially designed to hold the book at a 
convenient angle is available at $29.50. 

Write G. & C. Merriam Company, Dept. 
2M-5, Springfield 2, Mass., to learn how 
these books can save you time and money 


CAUTION: Merriam-Webster dictionaries are directly descended from the original work of Noah Webster, 
America’s greatest lexicographer. They are kept constantly up to date by the famed permanent 


Merriam-Webster editorial staff. Insist on Merriam-Webster 


the finest dictionaries with which 


you can equip your office — at book, department, or stationery stores. 





In an office employing 25 stenographers, 
it was found that each had to confirm the 
correct spelling or usage of four words per 
day. Approximately five minutes are lost 
each time in checking either a dictionary 
located somewhere else in the office or through 
interrupting a fellow worker. 

At the average payroll rate of $1.25 per 
hour, the 41% hours per week of lost time 








This office saves $2600 per year 


C Mevuam 


cos! approximately $2600 per year—more 
thar 17 times the cost of supplying each 
stenographer with her own copy of Webster's 
New Collegiate Dictionary! 

How much are you losing by not having a 
Webster’s New Collegiate on every desk? 
(Remember: you get better letters, too.) Call 
your office supply dealer today! Get the best. 
Insist on genuine Merriam-Webster dictionaries. 


-Webslir 
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What the policy manual says is often 
a starting poimt—it establishes mini 
mums, so to speak. It’s usually the 
general manager himself who estab 
lishes the degree of dependence on, o1 
independence of, the home office that 
will characterize his operation 

“It was at one of our recent meet 
ings that I was delegated to talk in 
formally about the responsibilities of 
the plant manager in our company. It 
occurred to me that there was little 
point in) repeating—or even empha 
sizing——that which is well stated in our 
policy manual. It also occurred to me 
that most of our general managers 
must be running successful operations 

otherwise, in a company that’s fully 


cognizant of profit and loss figures 
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24. Use watchmen for other services, such 
as personal department clerical jobs. 

25. Incorporate improvements when re 
printing forms. 

26. Bring written procedures down to daté 
as needed. 

27. Use a letter instead of a wire, and a 

wire instead of a phone call. 

28. Check insurance procedures for inad 
quate and excessive coverage. 

29. Eliminate useless reports and files. 

30. Check tax status of intra-plant gaso 
line, lub oils, coolants, solvents. 

31. Investigate status of property taxes 


SALES 


32. Furnish sales with better product line 
profitability data. 

33. Boost products with your friends, em 
ployees, customers, and vendors 


PLANT AND MAINTENANCE 


34. Use plant flow charts to determine 
actual as compared with correct move 
ments of indirect and service workers. 

35. Watch lighting and heating costs. 

36. You now have time to install a bette: 
preventive maintenance program. 

37. Are cotton towels cheaper than paper, 
or vice versa? 

38. Remember long-term trend is toward 

higher voltages for all your power 

lines. Europe is ahead of us. 

Is your floor sweeping and washroom 

cleaning efficient? 

10. Are you buying unneeded electric 
starting equipment? ‘There is a swing 
to full voltage starting. 

11. Study modern industrial buildings 
they use 114 in. walls, hollow columns 
for heat and air conditioning ducts, 
breathing partitions for air circulation, 
flexible partitions, and lighting. 

12. Eliminate all old-fashioned brooms 


39 


ALLELE NOEL ALE LIIEE ELIE LEAL LEP RLLTEE IGEN IBD NR NEE LETS ITT 





broken down by plant, they wouldn't 


be continued in their jobs. 


‘Confronted with the assignment ot 
an hour’s talk, to a group intimately 
acquainted with day-by-day plant man 
agement problems, it seemed to me 
that there may be some areas not cov 
ered by policy statements. There were 
some situations taken for granted in a 
seller’s market, but hardly tolerable 
under more competitive conditions, 
ind others about which many of us 


have become Jax. 


The result consists of 85 unrelated 
points which some have dignified by 
calling a “check list.” It is hardly a 
check list, because it assumes that the 
plant manager not only knows how to 


PERSONNEL AND LABOR RELATIONS 


43. Give due praise and encouragement. 

14. Take an interest in each employee as 
an individual. 

15. Place greater emphasis on your inter 
view technique. 

16. Show employee he is important be 
cause the work he does is important. 

17. Be alert to turnover warning signals 
such as declining production rates. 

18. Get to work before the rest of the 
organization occasionally. 

19. Place employee on a job equal to his 
ability among associates with whom 
he has something in common. 

50. Develop the spirit of teamwork and 
sense of belonging among employees. 

51. There is more absenteeism and tardi 
ness than you think. 

52. Investigate all separations. Use the 
exit interview to discover company 
shortcomings. 

53. Adopt fair promotions policy so that 
employee feels that he has advance 
ment possibilities. 

54. Aid laid-off employees in getting jobs 
so that your unemployment compen 
sation costs are reduced. 

55. Check the washrooms, etc., for loafing. 

96. Improve your working conditions if 
you lag behind your community. 

- Check with other divisions to deter- 
mine if they have incentive coverage 
on operations where you don’t. 

98. Are your foremen working together? 

Is jealousy present? 

59. Perk up the suggestion system with a 
special contest. 

60. Check to see that foremen are passing 
on the employees’ casual suggestions 
or gripes. 

61. Prepare your counter proposals well 
ahead of union negotiations. 

62. Carry the mail when you go to anothet 
Rockwell office. 
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run a successful plant, but that he is 
actually doing so. This, then, is more 
of the nature of “how to get that extra 
dollar of profit” than it is a guide for 
breaking even. 

“My ‘points’ are broken down into 
six fairly specific categories, and a sev 
enth “Miscellaneous” catch-all. The 
six categories are titled Production 
Manufacturing, Administrative Sales, 
Plant and Maintenance, Personnel and 
Labor Relations, and Purchasing. They 
are, in the main, a combination of 
common sense and idiosyncrasy. The 
fact that they are worth any attention 
at-all seems to be only because a num 
ber of our own general managers have 
indicated they have helped them save 
money in overlooked places.” m/m 
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PURCHASING 


63. Check your plant storerooms. \re 
vou carrving items no longer in short 
supply? Use distributor stores instead 

64. Survey cutting oil and lubricant cost 

65. Use weldments where vour casting re 
jects seem. unsolvable. 

66. Be sure to check performance on tak 
ing cash discounts 

67. Minimize rush or emergency purchases 

68. Keep checking on quantity discounts 
receiving counts, and invoice pricing 

69. Review vour purchasing department's 
competitive quotation procedures. 

70. Review purchase order commitments 
to control long-term obligations 


MISCELLANEOUS 


71. Institute better control of shipping 

schedule failures. 

How does your shipping department 

make crates and cartons? 

73. Is your service department personne! 
wandering around instead of being 
sent to the next job systematically? 

74. Review your drafting room practices 
\re drawings too fancy? Can you use 
photography to replace slow dratting? 

75. Determine what kind of industrial ac 
cidents are frequent and take action. 

76. Do you know what local politicians 
and tax assessors are thinking about? 

(7. Try to eliminate personal pronouns 
in bulletins and correspondence. 

78. Look at the s« rap piles regularly 

79. Encourage attendance at local trade 
shows and technical societies. 

80. Find out what the neighbors think 
about the company and employees 
81. Write to other Rockwell plants for 

their latest improvements. 

82. Stage a truly unannounced fire drill. 

80. Read one of the good motion study 
textbooks from cover to cover. “Then 
evaluate your methods department 


Te 
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ideal for All Paperwork. Copyflex makes sharp, clear, black-on- 
white copies of anything sine: typed, written, or drawn on trans- 
lucent paper in seconds. They produce from one original “action” 
paper the whole series of copies needed to complete such business 
transactions as order-invoice, purchase order-receiving. 


Clean, Quiet, Odorless Operation. Copyflex is ideally suited for 
office use. No stencils, masters, or messy inks! No fumes! No vents 
or plumbing! Copyflex uses a low-cost photographic process, requires 
no special lighting. Operator inserts the ee a sensitized sheet, 
gets an exact copy in seconds, 


Reasons Why You Should Choose 
Copyflex Copying Machines to 


Speed and Simplify Business Paperwork! | 





Easier to Install and Use. Copyflex machines require only an elec- 
trical connection for Pron No auxiliary equipment is needed. 


Machines can be located anywhere. Compact Copyflex Model 100 can 
be placed on any desk or table top. Anyone can learn to operate 
Copyflex after a few minutes’ instruction. 


Rea | 
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Dependable Material Supply, Machine Service. Bruning offers an 
unsurpassed range of sensitized materials to fill any business office 
copying requirement. Bruning offers nation-wide sales and service. 
You get help promptly should you need it. You run no risk of delays 
for lack of materials. 


















All-purpose, compact desk 
top Model 100 Copyfiex. 
Produces up to 300 copies of 
different originals hourly, 11 


inches wide by $49850 


any length. 


CHARLES BRUNING COMPANY, INCORPORATED 


(Cire 


le 


More and more business firms are adopting Copyflex for the very 
reasons given here. Why settle for less efficient equipment when 
the best costs no more? Act now to speed and simplify your paper- 
work, save your company thousands of dollars in clerical work 
alone. Mail coupon for complete information on Copyflex. 


-(BRUNING) 








ae 
‘ Copies anything typed, written, printed, or 
drawn on ordinary translucent paper—in seconds. 
Specialists in Copying Since 1897 





Charles Bruning Company, Dept. 804 
4700 Montrose Ave., Chicago 41, Ill. 


Process and Machines. 


Name Title__ 





Company 


Please send me complete information on Copyflex 





Address___-—— 





ee Ae < e 
e 4700 MONTROSE AVENUE ° 


173 for more information) 
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CHICAGO 41, ILLINOIS 
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“Fyll day’s work 
done in 
10 minutes with 


Verifax Copier’ 






Mr. Digby Chandler, 
President, Annin and Co., 


New York, N. Y. 


It used to take a typ- 
ist an hour and three- 
quarters to retype a 
4-page government 
bid. Another half- 
hour was lost proofreading with a 
second girl. Four bids a day was 
tops for the fastest typist. 

Now, with a Kodak Verifax Copier, 
this amount of work is done—impossible 
as it sounds—in 10 minutes. In less than 
three weeks the savings—on this one 
use alone—exceeded the $240 cost of 
this completely different copier. Every- 
day, it seems, Annin and Co. finds new 
ways to save: Salesmen are notified im- 
mediately of price changes... 
letters are answered without 
typing... postal insurance and 
air mail charges are cut... 
instructions are speeded to 
factory. 









3 copies made 
in 1 minute — 
less than 4¢ each 





- ial 
Anyone can operate a Verifax Copier 
.. even under fluorescent lighting. No 
fuss. And everything is in one unit. 
You should see a free demonstration 
in your office soon... learn why more 
and more companies —big and small— 
say a Verifax Copier pays for itself “in 
a month or less.” 
Write today for free illustrated folder 
which gives you a detailed picture of 
the Verifax copying method. 


——=— MAIL COUPON TODAY--—- 


Eastman Kodak Company 
Industrial Photographic Div. 
Rochester 4, N. Y. 


Send free copy of Verifax folder and 


names of near-by Verifax dealers. 
197 
Name. 





Position 


Company 





Street 








City State 
Price quoted is subject to 
change without notice. 


(Circle 119 for more information) 
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by Karl H. Klein 


Stanolind Oil Purchasing Company 


RGA” a ; 
very company has ac 


counting and treasury or sales depart 
ments of some sort, but procedure 
departments are usually found in the 
larger companies. Among smaller com 
panies having only a few hundred o1 
even a few thousand employees, the 
procedure department’s work is gene) 
ally shared by the controller, the office 
manager, the secretary-treasurer, th¢ 
chief accountant, and the assistant to 
the president. 

Obviously, then, the procedure stati 
in the smaller companics cannot take 
itself for granted as readily as an estab 
lished procedure department — that 
serves one of the corporate giants 
Unless developed cautiously, the small 
procedure staff may lose its impartial] 
investigative and advisory effectiveness 
under a load of operating routine. 

The care and feeding of the pro 
cedure department in our firm hays 
been especially circumspect, since it is 
staffed by only three people: a supe 
visor, who reports to the financial vic« 
president; an assistant; and a stenog 
rapher. We started out in 1946 as a 
one-man department, grew to a total 
of four, then settled back in 1950 to 
our present number. 

The big job of our small department 
is to serve the company as coordinato1 
of its internal operations. Our com 
pany has 220 employees, mostly of the 
white-collar variety, in 14 field offices 
and its Tulsa headquarters. It operates 
in 10 states where it buys, sells, and 
trades large volumes of crude oil. 

Within the company, we move from 
department to department and from 


A Procedure D epartment 


desk to desk, wherever most needed at 

the time, in behalf of maximum econ 

omy commensurate with effectiveness 
and proficiency Within this broad 
function, our specific functions are: 

(1) ‘To act as coordinator, investigator, 
and advisor on = special problems 
of procedure usually involving two 
or more departments 

(2) To coordinate and supervise the 
company’s records management 
program that includes 

a) An annual review of each ot 
the company’s printed and 
numbered forms 

b) An annual review of all 1: 
ports that are regularly pre 
pared by one department of 
the company for another d 
partment or for management 

©) The establishment of schedules 
and procedures for the reten 
tion and destruction of | the 
company’s inactive records 

') Lo write and revise the company’s 
general operating procedure man 
ual, the general accounting man 
ual, the punched-card accounting 
procedure manuals, and other in 
struction manuals, as needed. 

(4) To evaluate new office machines 
for possible applications to each 
department’s particular needs. 

») To develop training material out 
of our familiarity with every de 
partment’s work. 

Our work usually comes to us from 
section and department heads who 
bring us ideas that need development 
and problems that cross departmental 


borders, and together we work out 






each situation to the mutual satisfac 
tion of all concerned. Management, 
too, assigns us special studies, and as 
time permits we ourselves initiate sui 
veys after proper clearance. We like 
it this way, for then we know that 
those whose work is affected and whos« 
help we need, are ready and willing 
to work with us 

In recent weeks, we have assisted 8 
departments of our company on 12 spe 
cial problems. Three of these problems 
were limited to the requesting depart 
ment’s work, and 9 were inter-depart 
mental. Of these, 6 not only were 
inter-departmental but required con 
sultation with a number of custome 
companies that would be affected by 
suggested changes in our internal pro 
cedures. Requests for the review of 10 
of the 12 problems came directly from 
department heads 

One reason we get along so well with 
the section heads and department man 
agers is our mutual dislike for long 
reports and complicated diagrams. We 
do not use stop watches, and our occa 
sional process and flow-charts are sim 
ply step-by-step descriptions of how a 
job is done, written in plain English, 
without hieroglyphics. If a memoran 
dum will do, we don’t write a report. 
If a conversation will do, we don't 
write a memorandum. 

One bit of paperwork that we like 
is a list of our special assignments, in 
chronological order, showing the name 
of the person requesting our aid, the 
date of origin, the date of completion, 
and the departments and individuals 
onsulted before completion. It 1s 


methods 
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The only publication 
of its kind 


a handbook for management 
on office remodeling, 
relocating, building 





If you have been thinking about remodel 
ing, moving, enlarging your offices, here’s 
a practical down-to-earth guide that will save 
vou hours of trial and error planning. This 
year’s issue is full of solutions to manage 
ment’s most pressing problems 


How to select new quarters 

How much does it cost to move 

How to modernize on a long-term plat 
How muc¢ h does it cost to redecorat: 
How to handle sale and lease-bac k 
How to expand an existing building 


Each of these questions—and this is only a 
partial table of contents—is written by a 
recognized expert in terms of his experience 
with well-known firms. Dozens of photo 
vraphs and plans guide your se lection to the 
proper solution to your needs. To order, use 
the postage-paid order card bound in this 


issue. We'll bill you later only $2.06 





A few 
é copies 
wowroine of the 


PAOING AND LAYOUT 


ee 1953 


OFFICE OVERMEAD 


issue 

still 
available 
at $2.00 


Fall 1953 





sometimes tendered uninvited to man 
agement, when we feel an evaluation 
is needed of the work we are doing. It 
is used by us to make our own evalua- 
tion of whether the work we are doing 
is worth the effort and the expense: 
\re we doing too many unimportant 
jobs? Are we spending all of our un 
scheduled time in only one or two 
departments? Are we spending too 
much time on only one or two inte 
departmental functions? What are the 
departments and the operations that 
seem to require or receive our atten 
tion most frequently? 

We like this record, too, because it 
helps us remember that almost every 
problem extends across a_ surprising 
number of departments to the desks 
of a surprising number of individuals. 
[his encourages us, because it reflects 
the highly specialized, inter-dependent 
nature of the departments in our com- 
pany and of the jobs within each de- 
partment. It is this inter-dependent 
specialization, we believe, that creates 
a clear and permanent need for our 
procedure department, or for some 
similar and equally effective coordina- 
tor of internal operations. 





1. Records management 
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Our company uses 160 printed forms 
in its offices and 240 report forms, ex 
cluding more than a hundred that are 
prepared solely for some agency of 
state or federal government. Our ob 
ject in reviewing all forms and reports, 
of course, is to weed out and keep out 
those that are unnecessary and to im 
prove those that are needed. Ow 
cradle-to-grave program seeks improve 
ments in (1) design, (2) printing and 
preparation, (3) distribution, (4) use, 
(5) filing, and (6) storage and destruc 
tion. During the first round of papet 
work simplifications, savings were 
found rather easily in each of these 6 
stages. Now we find that the printing 
and preparation of forms and reports 
is the phase most productive of sav 
ings, due to the new processes and 
equipment marketed in recent years. 

Recently, we decided it was time to 
switch our efforts from the elimination 
of unnecessary paperwork to the im 
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Easiest to operate 
of them all! 




















Now ANYONE can make hundreds 


of bright copies of anything he types, \ 
writes,draws or traces...for pennies... 
IN ONE TO FIVE COLORS AT ONCE! 


Even a child can make beautiful copies on this 

low cost, high quality DITTO duplicator. Just 
three simple steps—Write or type your message on 
a DITTO Masterset, clamp to drum of machine, 
turn handle or press switch and make from 300 

to 500 perfect copies at a speed up to 2 per 

second. Takes any standard size or weight paper | 
or card stock. Makes copies in 1 to 5 colors at 
once. Cut your copy costs with the DITTO D-10, 
the easiest and most economical way to make copies. 


The New LOW aol 
DITTO D-10O 4 
World’s most popular liquid duplicator P 


USED BY MORE THAN 300:LINES 


Sales Letters 








Gentlemen: At ne cest or obligation te me, please arrange for: 
(C) Free Literature, complete facts on Ditto D-10. [C) Free office trial. 





DITTO, INC. 
603 $9, Oakley Bivé., Chicage, tI. 














NAME 
In Canada: 
DITTOof Canada, Ltd., Toronto, Ont. COMPANY or GROUP 
In Great Britain: ADDRESS__ 
DITTO( Britain) Ltd., London, Eng. 
CITY COUNTY STATE 
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provement ol the socalled una lat 


paperwork. In fact, we decided we 
would fight paperwork with pap pwork 
and created some new “records control 
records.” These are simply analysis 
sheets, one for each form and each 1 
port, Each sheet basically is a check 
list of things to look for and think 
about when reviewing a form or re 
port, plus identification of the form o1 
report by name and number, plus a 
statement of its purpose, a record ol 
the quantity (of forms) last ordered, 
and the names of the individuals con 
sulted in completing the review, 

Phis record, like our list of special 
assignments, is also used to determine 
the number of individuals and depart 
ments that prepare and use cach form 
and report, and whose ideas, problems, 
and efforts need coordination. Each 
of our 240 reports, for example, is used 
by an average of 4 different) persons, 
in addition to the person who prepares 
it. Our analysis sheets also help us 
keep each review from wandering, o1 
from coming to a stop before a thor 


ough analvsis is made. 





2. Forms and reports control 





Filmsort Announces the 








The form analysis sheets are kept in 
a book that is divided by departments, 
with each sheet filed in the section for 
the department that prepares the 
form. This isn’t exactly a functional 
file but it fills our need. One section 
of the book is for forms that are pre 
pared by more than one departinent. 
We also have, of course, a numerical 
form file that contains samples of each 
form, approved drafts of new forms, 
and related data such as old analysis 
sheets that are replaced by new ones 
on the occasion of each annual review. 

Our company’s forms control pro 
cedure provides that) when pre-detei 
mined minimum quantities in stock 
are reached, we are to be notified by 
the stock room. ‘The minimum quan 
tities are set to provide a 6-month in 
terval between orders of some forms, 
a year’s interval for others, and ou 
analysis sheets are set up on an annual 
basis. The result is that each form 
gets a thorough going-over at least 


once a year, and for some forms the 
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The Filmsort 


field as the first portable reader for 
unitized microfilm. 


Now the all-new 1955 model —the 
Inspector “200” — sets new high 
standards of workmanship, 
performance and functional beauty. 


NEW 
NEW 
NEW 
NEW 


INSPECT 
"20()' 


Inspector led the 


Bottom throat for convenient insertion of 


Aperture cards, Jackets and roll microfilm. 


Mechanical scanning device holds cards in 
perfect focus for mechanical scanning. 


Print making facilities. Make enlargements 
direct from microfilm — no attachments required. 


Ventilating system. Protects both microfilm and 
cards, preventing any heat damage. 





Filmsort Division - Dexter Folder Company 


Pearl River, New York 


all-new 











Filmsort — 
First in the field of Unitized Microfilm 
EQUIPMENT 


FIRST portable microfilm reader for unitized film 
—the Filmsort Inspector. 


FIRST combination viewer-enlarger designed spe- 
cifically for microfilmed X-rays—the Filmsort Reviewer. 


FIRST microfilm reader with variable magnifica- 
tion designed especially for engineering drawings 
—the Filmsort Surveyor. 


FIRST and only unit manufactured for converting 
film from reel to Aperture card in one operation 
—the Filmsort Mounter. 


methods 
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all-new 





TYTN 


IDIFILE JACKE’ 


| A New Concept in Microfilm Filing 





The revolutionary new Vidifile Jacket has 
all the advantages of the all-acetate 
Jacket card, with a big new PLUS. 








No longer must film be threaded through 

the sleeves of the Jacket card. The 

Vidifile Jacket chambers are slit so that film is 
slipped vertically into the chamber, making 
filing simple and fast. The carefully designed 
sleeves hold film firmly in place during use. 









EASY TO FILE Simply slide strip microfilm or | 


single frames vertically into Jacket sleeves. 


EASY TO FIND Vidifile Jackets may be used 
with any standard card filing equipment. SUPPLIES 


EASY TO USE Reference is easy and fast — film FIRST and only Aperture card 
ay ‘ ‘ = Tack | | manufactured for mounting 
may be read without removal from the Jacket. | tramsen af teccralin in tab and 

regular file cards. 


| FIRST all-acetate Jacket 
| — for filing strips of microfilm. 


FIRST paper Jacket with 
| acetate sleeves permitting 
| — viewing of complete film 

frame within the Jacket chamber. 


Filmsort — 


First in the field of 
Unitized Microfilm 





Filmsort Division +» Dexter Folder Company | 
Pearl River, New York a 


(Circle 123 for more information) 
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check-up comes more trequently. 

In addition to our report analysis 
sheets, we have a control record that 
consists of one sheet for each report, 
showing name and number of the re- 
port, name of the department and of 
the section that prepares it, scheduled 
interval and date or dates of release, 
and the names of those individuals (by 
title) who receive copies. The analysis 
sheets and control sheets are filed in 
similar manner—by department, by 
scheduled interval, and by assigned 
number. One sheet could do for both 
records, except that we know from ex- 
perience that a new analysis sheet must 
be prepared at least once a year, while 
the control sheet on some reports will 
go along for years without change. 
Moreover, copies of each control sheet 
are held by the interested departments, 
while the analysis sheets are just for 
the procedure department’s use. 

Each report has a control number 
that is handy for reference, particularly 
since we have found it difficult to give 
many reports names that are neither 
long nor ambiguous. Each control 
number has a prefix letter for the de- 
partment that prepares it and a prefix 
number indicating its scheduled inter- 
val. Thus, “A2-6” is recognized as an 
accounting department report _ pre- 
pared each week, “C4-6” as a semi-an- 
nual contract department report, etc. 





3.Record retention,destruction 








Ihe company’s active files are the 
responsibility of the department creat 
ing or using them. In a small company 
like ours, with numerous small, highly 
specialized departments, we have never 
felt the need for central files, although 
there are several hundred file drawers 
filled with current records. Apparently 
the decentralization of our files works, 
for we hear no complaints that files 
can’t be found when they’re needed. 

Our function, with respect to the 
company’s inactive records, simply is to 
see that a satisfactory compromise is 
reached between prudence and econ- 
omy in their storage and destruction. 
The day-to-day transfer of some to 
storage drawers and others to micro- 
film, and their eventual destruction if 
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New uses for punch cards! 


You may not want to paper your 
walls with punch cards, but it’s get- 
ting to the point these days where 
you can use ’em for practically every- 
thing else. The new Cummins Cardi- 
tioner now makes it feasible to put 
time clock cards, payroll checks, divi- 
dend checks, money orders, proxies, 
bonds—a whole host of things—on 
punch cards. 

Heretofore, it was impracticable to 
use punch cards in many instances 
because of the cost and bother result- 









Ci 


// 


CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 
Dept. MM-25, 4740 N. Ravenswood Ave., Chicago 40, Ili. 


Cummins 
Business 
Machines 
sales and 
service offices 
in principal 


Name 


Name of Business 


ing from damaged cards. Rumpled 
edges, creases, staples, paper clips, 
cellophane tape—all caused no end 
of trouble, jammed sorting machines, 
required costly, time-wasting hand 
sorting. 

But the new Cummins Carditioner 
puts an end to all this. It “irons out” 
rumpled punch cards, restoring them 
to usable condition. And it rejects 
those with foreign objects attached — 
all at a rate of 275 cards per minute! 
It virtually eliminates hand sorting, 
does away with any chance for human 
error, gets jobs done faster, better. 

For full information on this amaz- 
ing new machine that makes punch 
cards practicable, mail coupon below. 


Cummins Carditioner restores imperfect 
punch cerds to usable condition. Permits use 
of modern, efficient tabulating equipment. 


IN BUSINESS AND BANKS @ SINCE 1887 


mins 


Please send me full information on Cummins Carditioners. 


Address of Business oa TE OR 


cities 
City 


(Circle 115 for 
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they are not scheduled for permanent 
retention, are guided by written in- 
structions that we prepared several 
years ago and now are part of the gen- 
eral operating procedure manual. 
One result of our studies on this 
subject was the allocation of specific 
storage space and equipment to each 
department, and now about the only 
time we are brought into records stor- 
age and destruction matters is when 
this space or equipment becomes un 
satisfactory to some department, Then 
re-shuffling or enlarging the space and 
equipment, or a revision in the pro 


cedure, may be necessary 


4. Procedure manual 








There are 36 general operating, 24 
general accounting, and 68 punched- 
card accounting procedure letters, in 
addition to 2 short manuals of instruc- 
tions on the measuring, sampling, and 
testing of crude oil. 

New procedure letters are rarely re- 
quired now, and most of our work on 
the manuals is to keep them current 
and study them for better style or for 
improvements in the procedures. 

Instruction manuals, we have 
learned, are more important before 
they are written than after. It is the 
investigations, discussions, and deci 
sions necessary before approved pro- 
cedures can be issued or revised that 
keep our departments working to- 
gether as a team. Of course, manuals 
are also useful after they are written. 
One way our company uses them is as 
a training guide, and for this reason 
we always preface each instruction 
letter with “general comments’ that 
explain the need for the work outlined 
and where it ties in with related work 
described in other instruction letters. 

We _ review each procedure letter 
once a year, using an analysis sheet 
very similar in purpose to the form 
and report analysis sheets. Like the 
latter, the procedure letter analysis 
sheets are used, among other things, to 
designate the different departments and 
individuals consulted to perfect each 
procedure and keep it current. 

Before our analysis begins we cir- 
culate each letter, and a questionnaire, 


io the department heads atlected by 
the instructions. The questions are 
few and simple: (1) Does any instruc 
tion conflict with actual procedure? 
(2) Is any instruction incomplete or 
confusing? (3) Have you any ideas fon 
improvements? Fach question is fol- 
lowed by a space in which the trouble 
some instruction can be designated by 
page and paragraph number and by 
the name of the person to see about it. 
Thus, the busy department head 
doesn’t have to think out his criticism 
in detail or write it down. He knows 
one of us will come by to discuss the 
problem or improvement at his con 
venience or at the convenience of the 


person he designates. 





5S. Office machines and services 





We welcome the office system forms 
and equipment salesmen and rely on 
them to keep us posted on what’s new. 
When evaluating new equipment, we 
make our own studies of comparative 
costs and performance, and frequently 
find that the best way to save money 
is to spend money for the new models 
or different machines. An electronic 
punched-card calculator, advanced 
models of other punched-card equip 
ment, a photocopy machine, a micro 
film camera and reader, a suction-feed 
addressing machine, and a continuous 
forms burster, are examples of pur 
chases or rentals the company has 
made on the basis of our studies. 

We rarely compare the cost, pei 
formance, or necessity of ordinary type 
writers, adding machines, calculators, 
or filing equipment when request is 
made for their purchase, and we have 
nothing to do with office furniture. 
These items are requisitioned and 
ordered, if approved, in accordance 
with written procedures, and the pur- 
chasing agent works with the users in 
making each selection. Also out of ow 
province are such office services as 
mailing, duplicating, and supplies. 


6. Training 





In addition to preparing procedure 
manuals that have definite training 


methods 


value, we prepare flow of work charts 
and written descriptions of depart- 
mental functions that are used in brief- 
ing key employees of affliated com- 
panies who are sent to us from time to 
time to learn about our company’s 
organization and operations. The short 
course that we have developed for 
these students lasts two days. The 
offices of our department heads are the 
classrooms and there is a written sched 
ule to follow as the students proceed 
from one room and one subject to 
another. ‘The text book is a 3-page 
outline and diagram of the company’s 
operations and organization. 





7. Employee relations 





We are not the employee relations 
department of the company, and 
human relations is not our specific re 
sponsibility, yet we cannot avoid it. As 
a matter of fact, we have a dynamic 
employee relations opportunity that ts 
not available to any other department, 
for sooner or later we interview every 
employee and talk with him about 
what every employee is eager to talk 
about—his job and its importance to 
the total effort. This visit may be 
while we are investigating the details 
of some special problem, or while we 
are tracking down the need for a form 
or a report, or while we are writing a 
procedure or studying the uses of a 
new machine, but eventually, once a 
vear at least and usually oftener in the 
gcneral office, we sit down with and 
ask for the help of every employee. 

Everyone likes to have someone seek 
his views, cspecially on a subject as 
familiar to him as his job. But some 
one is needed to ask him, to listen, and 
to do something about the ideas he 
That asking, listening, and 
doing is ow 


unloads. 
procedure department’s 
best and biggest job. No other effort 
we exert is more productive insofar as 
simplifications and savings. It is em 
ployee relations at its best. 

Ours is a unique opportunity to 
keep alive throughout the company an 
appreciation of the many inter-depend 
encies on which the company’s opera 
tions rest. We know we can make a 
major contribution to the company’s 
relations, 


human provided we are 
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Another reason why Hammermill Bond prints better, types better, looks better 


x TIME you reorder white or one of 
the 12 Hammermill Bond colors. 
you get a match for the shade you first 
selected, maybe many months ago. 

A sample of each new Hammermill 
color is put into a scientific instrument. 
the spectrophotometer. A beam of light. 
broken into a spectrum, sorts 
out the separate hues that 
combine to create the new 
color. Then both the wave- 
length and amount of each 
hue are recorded in black and 
white on a graph to provide a 
permanent record. 








Fresh samples are graphed period- 
ically on the spectrophotometer, each 
new graph checked against the original. 
Most mills must rely on paper samples. 
which fade in time. Hammermill records 
colors permanently. 


We pioneered the use of this costly 


Rainbow in black and white 
helps Hammermill match 


colors exactly 


technique because it’s the only way to be 
sure you get the shade of paper youexpect, 
order after order. It’s just one of the 
hundreds of quality controls that make 
Hammermill Bond (1) print better, 
(2)type better, (3) look better. You'll 
find office work goes more smoothly when 
you choose Hammermill Bond 
for your business printing. 

You can obtain business print- 
ing on Hammermill papers wher- 
ever you see the Guild 2s 
shield on a printer's (sea) 
window. Hammermill \ey) 
Paper Company, East """'Y 


Lake Road, Erie 6, Paw 
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A typical TECHNIPLAN arrangement for efficient departmental set-up. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 


36 


NUFAC RER 


Globe-Wernicke TECHNIPLAN is the original 
modular steel office equipment. It applies mod- 
ern principles of design and engineering to the 
problem of your particular office layout. TECH- 
NIPLAN allows you to utilize to the maximum 
a given amount of space, and at the same time 
increase personnel comfort and efficiency. With 
TECHNIPLAN’S flexibility, an almost unlimited 


number of arrangements is possible, and group- 


F TH ORLI FINEST OFFICE EQ IP MER 
t WV LD E T F EQUIPMEN 


ings can be tailored to insure easy communica- 
tion with convenient desk-to-desk work flow. 
Free-standing partitions are available to form 
ideal private offices, executive suites or depart- 
mental sections. TECHNIPLAN means modern 
appearance...maximum efficiency in your office. 
Your Globe-Wernicke dealer will be glad to dem- 
onstrate TECHNIPLAN. He’s listed in the “Yel- 


low Pages” of your phone book. Or write us direct. 


se 
oe we 


CINCINNATI 12, OHIO 





TEM< > pp] f AP 
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sensitive to the rights, reflexes and ce 
sires of human beings. We know too, 
that if we conduct ourselves carelessly, 
then like a locomotive that leaves the 
track, we will be mainly disruptive. To 
help us remember this, and to be ce 
tain we reach everyone in the gencral 
offices, we have a list of general office 
employees. On this list we note the 
date or dates we have checked some 
form or report or procedure with each 
person. The names of those individ 
uals we have not talked to soon stand 
out and it is never difficult to then find 
a good reason for a visit to solicit then 
aid. This is dynamic employee rela 
tions, and the best suggestion system. 

Human relations opportunities in 
systems and procedures are not pecu 
liar to our company or to our pro 
cedure department. They exist in every 
procedure department regardless of its 
size or how big and how good the em 
ployee relations department ts. 

In the early days of our department 
the job was to dig a new channel where 
the company’s — internal operations 
would flow forcefully between mavxi- 
mum effectiveness and maximum econ 
omy. In that heavy digging, a lot of 
savings were discovered that wen't bx 
found again unless we continue to 
keep the channel open. Keeping the 
channel open, we find, or re-routing it, 
as changes occur like shifting sands in 
personnel, policies, laws, — customs, 
costs, and equipment, is a different 
proposition than the original digging. 
It is a matter of preventive mainten 
ance, which seldom produces spectacu 
lar savings, but “an ounce of preven 
tion” holds here. 

Like every other department, the 
procedure department needs the full 
More than 
other departments, the procedure de 


support of management. 


partment needs the confidence of the 

other departments. Looking now be 

vond these fulfilled needs for the 

reasons our small department stays in 

business, we find these three: 

(1) Full use of the informal ease with 
which a small procedure depart 
ment can function. 


%) 


(2) Full use of the outstanding human 
relations opportunity in our work. 
(3) Keeping the department small, thi 
job big, and the work free of oper 


iting routine. m/m 
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CE \\e ave received ex 


tensive publicity from unique and 
unusual projects we have undertaken 
on the Mississippi River, This has 
given the impression that we were rive} 
and marine specialists only—a_ notion 
we must continuously dispel. 

Our company growth has been steady 
and solid, with a conservative policy ol 
rendering construction service to a 
limited area of three states. More and 
more, we found that we were becoming 
“river contractors.” Even some of ow 
early clients were saying, “I didn't 
think you did land work any more. . .” 

Our problem was one of demon 


strating that we were interested in a// 


Tell the whole story with 


Sales brochures 


by Joseph E. Vollmar, Jr. 


President, Vollmar Bros. Construction Co 
St. Louis, Missouri 


types of industrial and commercial! 
construction. Through a carefully pre 
pared loose-leaf brochure, we assure 
our prospective client that we are the 
type of constructor he desires for his 
particular project. The brochure makes 
great headway for our program. 

The first page of the brochure con 
sists of a letter, on our letterhead, in 
dividually addressed to the prospect. 
It is a brief description of our com 
pany, the services it offers, and oun 
philosophy of operation. Page two in- 
cludes a short recapitulation of our 
philosophy of operation, in the form 
of an “endeavor,” and a list of substan- 
tial and highly respected companies 
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whom we have served in the past. 

Following these two pages, individ 
ual sheets show photographs of com- 
pleted projects similar to that intended 
to be constructed for our prospective 
client. These sheets are called project 
reports. Usually included, are several 
of these reports of other types of proj- 
ects to show our company’s versatility. 

The next few pages list the majo 
items of equipment owned by our com 
Marine and land facilities are 
listed separately, and are used accord- 
ing to the scope and type of the in- 
tended _ project. 


pa ny. 


The entire brochure is included in 
a folded cover, imprinted with ow 
company name. The written materia! 
and project reports are assembled in 
the desired order, punched with a plas 
tic ring binding machine, and bound 
with the plastic rings. 

Actual presentation to the client is 
made in person if possible; otherwise, 
it is sent by first class mail with a briet 
note telling the client what the bro- 
chure contains. If the brochure is pre 
sented in person, an attempt is made to 
review it with the client quickly, insur- 
ing a complete inspection by him at 
least once and arousing his interest 
enough to review it after our repre 
sentative departs. The actual cost of 
the brochure is negligible, compared 
to the inquiries and completed con 
tracts which we have received as a re 
sult of it. m/m 


Several standard pages which can be used 
“@ within a presentation of a similar project. 











. . a carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 
Imperial dealer or write 
for particulars. 


IMPERIAL DESK COMPANY 


Evansville 7, Indiana 
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Learn about Amazing New Office Space Stretcher | 


EXTRA Seating and Table Space — 
at a Moment’s Notice | 





The new Clarin Tablet Arm Chair that folds 
combines table and chair in one. You'll 

be amazed at how many people you can seat 
comfortably in a small oflice—and give 

each of them table space as well. 

Thus, you can hold those important group 
meetings in almost any office—and arrange it 
in a few moments. This space-saving chair 

is quality built—gives years of service 

—folds flat to 3-inch depth for fast, 

safe stacking in a minimum of space. 

Foam rubber cushioning if desired. 


Write for full information: OLDS FLAT eee 


Clarin Mfg. Co., Dept. 47, 
4640 W. Harrison St. f } 
Chicago 44, Illinois a a 

i 
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There is a Clarin Steel Folding Chatr for your every need. 
New FREE Catalog of complete line on request. 





ENGINEERED QUALITY MAKES THE BIG DIFFERENCE IN FOLDING CHAIRS 
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“| hated filing too, before CORRES-FILE. ° 


now it’s laborless filing — and in half the time!”’ 
For 60 long years the 4-drawer file has been include the filing system too — because 
a necessary evil — since 1893 filing clerks Corres-File has become a reality. Designed 
have been pulling, pushing, stretching, stoop- to fill a vital and specific need, Corres-File 


ing, kneeling, squatting — performing more eliminates more than 50% of clerical oper- 
like gymnasts than office workers. No won- 


der the personnel turnover for filing clerks —— this brings ng filing — 
is the highest — and comparative etficiency ation up to new heights of filing speed, 
the lowest. But, at last, filing drudgery can efficiency — and economy. Send today for 


be eliminated. Office modernization can complete information. 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


I'm interested in knowing more about Corres-File 
—and how it can save for me, 


Name an 
Title 

“ONS EES CS Ooo Re oR oe 
Address 


WESTPORT, CONN. City west One State 


(Circle 179 for more information) 





38 








thought 


starters 





Thought Starters deal with a “practical solution to a management problem. The 
Editor invites contributions—which are paid for at our normal space rates. 
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Standard equipment utilized in 
mechanized system of posting 


Bankers 
Trust Company, New York, recently re- 


The executives of the 


placed the costly hand posting of their 
more than 100,000 installment loan ac- 
counts with an economical and efficient 
mechanized system of posting. About a 
year ago, the bank’s methods engineers 
went to work to find a system involving 
no specially built equipment. They de- 
veloped a completely mechanized sys- 
tem that operates with standard elec- 
tronic equipment. This system greatly 
reduces the time and cost of install- 
ment payment and recording opera- 
tions, and makes more detailed infor- 
mation more readily accessible than 
was possible with previous systems. 

All required data is obtained from 
the customer’s approved application 
form. Thereafter, processing follows a 
simple, mechanical route. First, an 
operator cuts a punched card for the 
name and address of the new borrower. 
A second punched card, the detail card, 
is created to provide all data covering 
type of loan, size, length to maturity, 
discount, application and loan num- 
bers, and a code putting the loan into 
one of the six standard monthly “due 
date” categories. 

These two cards provide the bank 
with all the information needed to 
carry on with the establishment of 
ledger cards, coupon books, payment 
records, delinquent notices, collection 
lists, and all other supplementary in- 
formation. From these records, loans 
can be quickly listed according to deal- 
er, branch office, type, due date, and in 
many other ways. Unearned discount 
may be calculated without delay, and 
trial balances taken off at any time, 
without interrupting the work flow. 

The borrower receives a coupon 
book, pre-punched with the necessary 
information about his loan, and a sup- 


ply of reply envelopes. Each coupon, 
when returned with his check or other 
remittance, is used in the machine to 
create his payment record and to create 
a new balance card. Odd payments are 
“mark sensed” with the amount re- 
ceived, and they are thereafter elec- 
tronically interpreted. 

An historical loan payment ledger 
record permits posting of four accounts 
simultaneously, by a facsimile process. 
For this purpose, the system provides 
that four accounts of similar maturity 
share an identifying number, differing 
only by a single code digit. The new 
method thus requires the physical han- 
dling of only one-quarter the number 
of records as previously. 

Automatic segregation of delinquent 
account cards results in systematic and 
automatic mailings of first, second, and 
third notices, as well as a daily listing 
of collection items (to forestall legal 
collection difficulties when an account 
makes a late payment). 

One of the chief benefits of the sys- 
tem is the elimination of volume over- 
time involved in hand posting to ledg- 
ers. This was necessarily done nights or 
Saturdays, when ledger cards were not 
in use for other purposes; in taking 
trial balances, Saturday overtime often 


ran to 600 man hours. 

Another advantage is the availability 
of a detailed analysis of outstanding 
loans on short notice without inter- 
rupting the daily work flow. Organiza- 





methods 


tions making use of installment loan 
accounting can advantageously apply 
this system if they are servicing up- 
wards of 50,000 loans. 
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Firm teaches employees use 
of instruments they help make 


To acquaint office and production 
employees with the customer’s view- 
point on the surveying instruments 
they help make, W. & L. E. Gurley, 
engineering instrument maker, staged 
two-day short courses, open to all em- 
ployees, on a voluntary basis. 

Each meeting opened with a lecture 
on the general principles of surveying, 
and the use of surveying instruments. 





Actual field problems were solved with 
the aid of instruments the employees 
had made. Each participant received a 


text book as a background guide. 
Management has observed an_ in- 
creased understanding of the custom- 
er’s needs on the part of the employees, 
as well as a greater familiarity with the 
over-all manufacturing process. 
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Point-of-purchase packaging 
influences sales potential 


Aware of the influence point-of-sale 
packaging can exert on retail profits, 
department and retail stores are show- 
ing increased interest in the develop- 
ment of good packages. Store counters 
have become a proving ground for 
these packaging ideas. 

Not all packages are equally effec- 
tive. By the reactions of his customers, 
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REYNOLDS & REYNOLDS 
ACCOUNTING 


MACHINE 





PLANTS: DAYTON, CELINA, OHIO; DALLAS, 


O.F € 1.4.2.8 1 oN MOS T 
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SPECIALISTS! 


You bet... it takes a specialist to produce accounting 
machine forms that protect the efficiency of your 
accounting machines, If your present forms do not 
record all the information you desire, if they do not 
register perfectly, if they do not provide perfectly 
legible copies, if you want Precision-made accounting 
machine forms at an attractive price... call in the 


specialist, your Reynolds & Reynolds Representative. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 


LOS ANGELES, 


however, the retailer can tell if a pack 
age does its job of showing the met 
chandise to advantage, naming its sell 
ing points, and suggesting added items. 
The retailer is in a position to advise 
and guide, in order to shape the course 
of future packaging developments. 
National Retail Drv Goods Associa 
tion’s magazine, STORES, emphasizes 
the importance of putting the key facts 
about the merchandise (size, style, o1 
whatever it may be) in bold type at the 
top of the package and on its face, so 


that “the essential information remains 


in plain sight of the customer, whethet 
the packages are stacked, racked, 01 
fanned out on a counter.” 

The SEORES research report lays 
down other — principles: — including 
visibility, through uncluttered  trans- 
parent Wraps O} transparent windows; 
folds that reveal important features at 
a glance; schematic drawings to take 
the place of such folds when they ar¢ 
impossible. The value of the package 
in enhancing goods of high quality 1s 
also brought out. ‘The materials and 


the methods used in packaging should 









“We re wasting plenty of 





money with old—fashioned 
hand collating methods.” 





“The way | figure it. 
its costing us 


5 times more 





than it should!” 








“Take my advice... 
get all the facts about a 








Thomas Collator today!” 





We're all aware of the time and 
energy consumed by the task of hand- 
gathering sales bulletins, price lists 
and other duplicated papers into sets. 
However, what many of us fail to 
realize is that hundreds (and some- 
times thousands) of dollars are 
wasted annually because of old- 
fashioned hand-collating methods. 

But now you can reduce time- 
waste and increase collating efficiency 
as high as 500% with the new. 





Floor models are also avail- 
able with capacities of from 
5 to 32 bins. 


simple-to-operate Thomas Collator. 
And it doesn’t matter whether your 
office spends 2 or 200 hours a week 
collating — a Thomas Collator will 
Save you time and money and pay for 
itself fast. 


Get all the facts. Simply drop us 
a note today and we'll send you free 
informative literature plus a helpful 
collating analysis sheet. There’s no 
obligation, of course. 


—: Collatore, a 


Specialists In Paper Gathering 
155 Sales & Service Offices From 


Coast To Coast 





50 Church St., Dept. D, New York 7, N, y awe 
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reflect the quality of the merchandise. 
Beyond the package’s ability to pro- 

tect clean, white merchandise, the 

package serves other functions: 

1. It saves clerk-time lost in re 
folding soft goods or polishing 
metalware and gift items. 

2. It eliminates the need for shelf 

boxes and thus reduces ship 

ping costs for manufacture 
and retailer. 
3. It economizes on stock space. 
!. It encourages customer take 


with transactions. 
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A small camera integrates 
reproduction processes 





Joseph H. King 

Comptrollers Staff 

Continental Casualty Company 
Chicago, Illinois 


A comparatively recent addition to 
ofhice operation and procedures has 
department 


been the reproduction 





which resulted in a savings of time 


and money, and better quality control 
of everything from office forms to ad- 
vertising literature. 

Most of our copy preparation, nega- 
tives, and printing plates were former- 
ly made by an outside supplier. Since 
our purpose in establishing our own 
reproduction department was_ three- 
fold, namely to realize savings in money 
and in time, and to give us better con- 
trol of the operation and the finished 
product, we were still lacking in the 
realization of these objectives. The 
quality of outside work was not always 
up to the standard we had set. We 
then had to either use the plates and 
be satisfied with the quality or have 
them remade and lose valuable time. 

Through a systems and methods 
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( just phone 


manpower Sue 


for 


TEMPORARY 
HELP! 


Dial your problems away. 
Manpower, inc. will solve 
all of your temporary and 
peak period problems. 


~~ - 
Call us hor... 


TYPING—STENOGRAPHY— 
CALCULATING 


ALL TYPES OF OFFICE WORK 
DIRECT MAIL HANDLING 

MARKET SURVEYS 

PREMIUM DISTRIBUTION 
CONVENTION SERVICE 
TELEPHONE SECRETARIAL SERVICE 


++ + + 


ae?) 


LOADING OR UNLOADING 
WAREHOUSE WORK 

GENERAL LABOR—FACTORY WORK 
MATERIAL HANDLING 

CLEANING AND MAINTENANCE 


Manpower handles all Payroll, Record 
Keeping, Taxes and Insurance. You 
eliminate Advertising Costs, Workmen's 
Compensation and Unemployment 
Claims, when you use Manpower, Inc. 
Use Manpower Employees in your of- 
fice or ours for 4 hours, a day, a week, 
a month or longer. 


NEW! SALESPOWER! 


Manpower, Inc. is affiliated with Sales- 
power, Inc., a unique national sales and 
merchandising organization with offices 
coast to coast. Use our offices, super- 
vision and sales force to sell and mer- 
chandise your products. You produce 
ix — We'll sell it! Locally, Regionally 
or Nationally. We also maintain an 
experienced telephone sales staff to serve 
you. Let us increase your sales and re- 
duce your selling costs. Write for free 
information. 


- en emreremerntentenmnee 


Write Dept. MM-F Manpower, Inc., 
Milwaukee, Wis., for free booklets. 


LC] “Get that Job Done.” 

[] “Salespower.” 

[] “Tax Savings under the 1954 
Revenue Act.” 





Over 40 Branches 
Coast to Coast 


Nation's Largest Complete 
Business Service 


(Circle 134 for more information) 
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New Booklet tells of... 


160 Ways 
to Use 
AUTOMATIC 
TYPING 






It’s no secret that individually 
typed letters bring better re- 
sults. But hand typed letters 
can become very expensive 
when used in volume for 
routine correspondence or 
direct-mail selling. 


Automatic typing of personal- 
ized letters by Auto-typist 
equipment is the economical 
solution. Just how automatic 
typing can be used to cut 
costs and increase returns is 
contained in the 16-page 
booklet, “Howto Use the 
Auto-typist.” Present appli- 
cations by business, industry 
and institutions are listed 
along with comments on the 
equipment. Fill out the cou- 
pon to receive your copy. 


World's Largest Manufacturer of 
Pneumatic Typing Machines 


AMERICAN AUTOMATIC TYPEWRITER CO. 


Dept. M-2 
614 N. Carpenter St., Chicago 22, III. 


1 
I 
1 
: 1 
Gentlemen: 1 
Please send me a copy of ‘‘How to Use the i] 
Auto-typist.‘’ i] 
Name ; 
Company & Title ! 
Address : 
City Zone State 1 
i] 


Circle 104 for more information) 
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check, we were convinced that the in- 
stallation of a small camera could help 


us achieve our objectives. We installed 
a new type small camera, specifically de- 
signed for economic and_ simplified 
operation. A girl was instructed on the 
use of the camera, and we began using 
the camera immediately. 

At first we used the camera exclu- 
sively with film, copying original line 
work prepared by our printing, adver- 
tising, sales promotion, and engineer- 
ing departments. A constant check was 
made showing the amount of produc- 
tion, the cost, and the quality of the 
output. When we were certain that this 
part of the operation was working 
smoothly, we began copying photo- 
graphs and more complicated work. 
At present, we use this camera in the 
preparation of nearly all of our mas- 
ters and plates for the reproduction 
and duplication jobs. 

Although our printing department is 
comparatively small, the practice of 
producing our own offset plates realizes 
an annual savings of $3,500. These fig- 
ures, of course, include supplies, sal- 
aries, overhead, etc. This installation, 
including the cost of the camera (de- 
preciated over 1214 years), and the 
other miscellaneous original installa- 
tion costs, paid for itself in 6 months. 

For more information, circle numbei 
246 on the Reader Service Card. 
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On-the-spot dictation speeds 
engineering field inspection 








Felix L. Elkins, Vice President 
Pan American Casualty Company 
Houston, Texas 


Our field safety engineers use port- 
able dictating machines for on-the-spot 
preparation of inspection reports and 


recommendations. ‘Thus, reports are 


dictated “‘on the ground” while notes 
are fresh. In this way, fewer items are 
overlooked or forgotten. 

The records usually contained in the 
reports are mailed to the office the same 
day the inspection is made, where they 
are promptly transcribed. This speeds 
up review of and action on them in 
the home office. Because reports can 
be dictated rapidly, right on the job, 
at least 30% more inspections per day 
may be completed. 

Often, reports are dictated in the 
presence of the insured or his super- 





visor. Our engineers frequently pass 
their microphone to the insured for 
any comments he may wish to make. 
This results in good public relations. 
I believe that insurance companies 
receive at least 40% more information 
in their engineers’ reports when they 
are dictated right on the location where 
the safety inspection is being con- 
ducted. This procedure prevents the 
usual loss of valuable details that oc- 
curs when the field man waits until the 
day’s end to prepare his reports, when 
he is working from scanty notes made 








NOW..you can 


— PLASTIC 
BIND 


LOOSE-LEAF 
BIND 


catalogs — reports 
manuals — presentations 
all types of literature 














NOW, all GBC punching accommo- 
dates the new multiple ring GBC 
Metal Loose-Leaf Binding as well as 
all Cerlox Plastic Bindings. 





RIGHT IN YOUR OWN OFFICE 





YOU SHOULD HAVE THESE 
IMPORTANT FACTS! 


Handsomely illustrated in four 
colors this just-off-the-press bro- 
chure shows how the new multiple 
ring GBC Metal Loose-Leaf and 
Cerlox Plastic Bindings are com- 
bined into one superb universal 
binding system. 
















HOW you can bind all typeS ws 
of literature 
itn MODERN — pasric #inoins 


tertac vo@st LEAF 










L 81,! 
) 
~ 





Name 


FREE —Send for this illustrated brochure—TODAY! 


General Binding Corporation 
Dept. MM-2, 812 West Belmont Avenue, Chicago 14, Ill. 
Please rush me my FREE copy of the new brochure 


“‘Now you can bind all types of literature...“ | un- 
derstand there is no obligation. 


---and save money, too! 
Improve all your literature... guarantee 
maximum attention and action for every 
message...and prestige, utility, color. 
Pages lie flat, turn easily, can be inter- 
changed between GBC Metal Loose Leaf 
and Plastic Bindings. Efficient GBC ma- 
chines cost no more than a standard type- 
writer. Anyone can operate. 
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clatter can be controlled sately... 


fire-safe Fiberglas Ceilings soak up office noise! 


Noise costs money—it wears down your workers, breeds ineffi- 
ciency. That's why a ceiling of F iberglas* Acoustical Tile can 
mean lower employee turnover, higher employee output. A 
Fiberglas Ceiling absorbs up to 80 per cent of all office noise. 
They’re beautiful — Y ou can choose a ceiling to fit your office 
from a wide range of Fiberglas textures, patterns and colors. 
These bright ceilings are easily installed, easily maintained . 
will never shrink, sag or swell. 





Random Perforated* Sadietiont Tite j is one a the many attractive wsiidion in the 


full line of economical Fiberglas Sound Control Products 


They’re safe—Fiberglas Acoustical Ceilings have been ap- 
proved by leading laboratories for fire- safety ; they're so fire- 
safe they ‘easily meet the strictest building codes. 

And the cost is low—In fact, Fiberglas Acoustical Tile Ceil- 
ings provide the lowest cost fire-safe ceilings on the market 
today. Small wonder that they're specified for hundreds of 
offices throughout the country. 

rree BOOKLET. Bur find out for yourself how Fiberglas Acoustical 
Tile Ceilings can improve working conditions in an office. You'll 
find the full story in the idea -fille d booklet, “The Ceiling that 
Cuts Overhead.” Write for your free copy today ! Owens- Corning 
Fiberglas Corporation, Dept. 174-B, Toledo 1, Ohio. 


*Fiherglas and Sonofaced (Reg, U.S. Pat. Off.) Stria and Noise 
Stop are trade-marks of Owens-Corning fiberglas Corporation 


OWENS-CORNING 


FIBERGLAS 


SOUND CONTROL PRODUCTS 


e Textured, Perforated, Sonofaced*, Stria* Acoustical Tile 





e Textured, Sonofaced Ceiling Board ¢ Noise-Stop* Baffles 


(Circle 144 for more Information) 
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hurriedly several hours before. Pan 
American engineers carry their dictat- 
ing machines with them in their cars. 
The cars are specially equipped to fur- 
nish power for the machines’ operation. 
For more information, circle num- 
ber 224 on the Reader Service Card. 


(4 


SJ PERSONNEL \ tout © storton 


Blind workers reclaim 
parts in aircraft factory 








Sightless workers have reclaimed 
some $60,000 worth of ‘mixed’ small 
airplane parts in the past 12 months 
for re-use in making jet bombers at the 
Lockheed-Marietta 
Some 40 employees in the plant sort 
airplane “hardware” by touch and with 
the aid of specially-designed templates. 


aircraft factory. 


The company emphasizes that while 
dollar savings are important, far more 
important is the quality aspect. The 
quality control department has been 
highly pleased with the work. 


\/ AH 


J SERVICES \ Rent Grater 


Company-owned planes are 
piloted by top executives 








Company-owned business planes are 
not too uncommon today, but the top 
executives of Lord Manufacturing 
Company, Erie, Pennsylvania, have be- 
come pilots to serve their customers 
better. They can be in the air within 
a few minutes after leaving their of- 
fices, located near Municipal Airport. 

Catering to today’s increased de- 
mands for customer service, they main- 
tain two private planes, enabling these 
customer-conscious executives to aug- 
ment the efforts of field engineers 
throughout the country. 
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THE MANAGEMENT METHODS 


work 
center 


... men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“integrated office 
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A businessman's guide to 


air conditioning existing buildings 


Here are the questions most often asked when management looks 


at air conditioning 


Editor's Note: A businessman can reason- 
ably expect air conditioning to "pay for 
itself." In his offices or plant, it permits 
employees to operate efficiently under 
adverse conditions. In a retail store, it 
encourages customer traffic. For building 
owners and managers, it assures higher 
rentals, longer leases. Since we have 
covered the pay-back principle in other 
issues of MANAGEMENT METHODS, 
this article is devoted exclusively to a 
simplified presentation of the pitfalls and 
problems that confront the layman who 
has decided to air condition, but doesn't 
know quite how to go about it. 


SY) have several basic 
decisions to make as soon as you com- 
mit yourself to air conditioning. The 
most important one involves the type 
of equipment you should use. There 
are three fundamental choices: the 
central plant and duct system, the 
packaged unit method, or the chilled 
water system. You will not be able to 
make this decision yourself. Each of 
the three has its own peculiar advan- 
tages. Technical factors will, in every 
case, determine the choice. 

Your next decision involves a choice 
of technical assistance. If your job is 
going to cost an appreciable amount 
of money, it’s wise to retain a consult- 
ing engineer. On a big job, an air con- 
ditioning engineer generally charges 
19%, to 8% of the cost. If you want 
nothing more than complete plans and 
specifications, plus acceptance of bids 
and recommendations, the fee will be 
only 4% to 5%. For the larger figure, 


he will supervise the installation and 
see that specifications are met. If your 
job is relatively small, the engineer 
will give you a flat fee basis. 


Bee 


Many businessmen ask, “If my sup- 
plier will guarantee his job, why do I 
need a consultant?” You don’t need a 
consultant. Without one, however, 
you must establish to your own satis- 
faction exactly what “effect” you want 
air conditioning to produce. Knowing 
this, you can ask your supplier— 
whether it’s a manufacturer, a dealer, 
or a contractor—to give you a written 
guarantee that the effect you desire 
will be produced by the installation. 
Factors to be considered in establish- 
ing effect are: outside weather condi- 
tions, number of employees, working 
hours, amount of lighting used in your 
quarters, and other special conditions 
that produce a heat load. Your guar- 
antee should always categorically state 


What about the supplier? 


these conditions. 

Once you have a guarantee, don’t 
approve or initial subsequent specifica- 
tions and plans. You may void your 
guarantee without realizing it. 

There is no substitute for reputation 
in the choice of a supplier. The length 
of time a man has been in business, 
the size of his staff to assure fast in- 
stallation and = proper maintenance, 
warranties on parts, and the flexibility 


of service contracts must all be consid- 
ered before taking action. 


Bee What about competitive bids? 


By all means, obtain competitive 
bids. Remember, however, that you 
are not buying a commodity. Any bid 
that is substantially lower than others, 
particularly if it is made against the 
same plans and specifications, is cause 
for caution. Here’s a specific example 
of what can happen: A contractor, 
pressured to make a low bid, may fab- 
ricate your ducts with very light-gauge 
metal. Result: excessive noise produced 
by vibration. Equally common is the 
practice of installing inadequate “‘ton- 
nage” and working it harder to pro- 
duce the effect you need. In this case, 
you'll wind up with insufficient cool- 
ing on extremely hot days and the 
likelihood of frequent maintenance 
because of breakdown. 


Bigs What air conditioning costs 


The two big cost variables are the 
structure of your building, and 
whether or not you intend to install 
a central plant. Without determining 
these, an estimate is almost impossible. 

If you are thinking of packaged 
units, you will also have to consider 
whether or not you intend to include 
anything more than cooling. Most re- 
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! Royal fits ’em all— 
short, wide ’n tall... 


Royal provides the perfect secretary 
with the perfect secretarial chair. 
Extra wide, deep-cushioned seat 
and backrest figure prominently in 
her comfort. (No matter how 
prominent her figure) Exclusive 
**Micro-Hite”’ control and 
completely adjustable backrest 
bring Royal as close to “‘Custom- 
Tailored’”’ as you can get. She’ll be 
more comfortable (And more 
efficient) in a new extra wide 
Royal secretarial chair. 


HERE'S PROOF of Royal’s superior construction . . . 


Made of durable heavier 

gauge steel. Fully welded 

(Not spot welded) through- 

out. Longer wearing, fully 
““y molded foam rubber cushion 

is supported by all steel seat 

pan. Equipped with molded 
i rubber scuff guards and ball- 
ss bearing casters. 





ROYAL METAL 
MANUFACTURING CO. 


175 N. Michigan Ave., Dept. 32, Chicago 1 


Factories: Los Angeles, Michigan City, Ind., Warren, Pa., 
Walden, N.Y., Galt, Ontario 

Showrooms: a Los Angeles, San Francisco, New 
York City. Authorized dealers everywhere 
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METAL FURNITURE SINCE '97 


153 for 





more 


1. Model No. 1265-N Features lux- 
urious molded foam rubber seat and 
free-floating, 4-way adjustable back- 
rest. Equipped with all steel seat pan 
mounting, molded rubber scuff guards 
and ball bearing casters. 


2. Model No. 1277 Extra comfortable 
with molded foam rubber seat and 
4-way adjustable padded backrest. 
Marvelous ‘‘Micro-Hite’’ mechanism 
adjusts seat with fingertip control. 


3. Model No. 1276-N Budget priced, 
with features found on much more 
expensive models—foam rubber seat, 
‘‘Micro-Hite’’ control, padded back 
and rubber ball bearing casters. 


4. Model No. 1263 Extra large, deep, 
molded foam rubber seat and back- 
rest. Free-floating backrest and all 
steel seat pan mounting give firm 
support. Fitted with molded rubber 
scuff guards and soft, rubber ball 
bearing casters. 





See your nearest Royal Dealer or 
Mail this coupon for complete information 








ROYAL METAL MANUFACTURING CO. 
175 N. Michigan Avenue, Dept. 32, Chicago 1, Ill. 


I 

i] 

L} 

i] 

1 

1 Please send me complete information on your new, 
: extra comfortable secretarial chairs. 
{ 

| 

! 

! 
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ADDRESS 
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liable manutacturers and contractors 
refuse to give a rule-of-thumb on pack- 
aged installations. 

On a central system, about $2.00 pei 
square foot can be considered mini- 
mum. The amount of duct work, your 
geographical location, local labor 
costs, whether or not water-saving de- 
vices are included, and the building 
structure will be controlling factors. 

In general, it is also well to consider 
the cost of maintenance in equating 
your real expense. For example, if you 
have a large central air conditioning 
plant, you will probably need a full 
time maintenance man. For a smalle 
job, you can hire (perhaps through 
your contractor) the service needed. 
Service contracts vary from simple in 
spection and maintenance, plus cost of 
parts and labor for actual repairs, to 
all-inclusive contracts which really in- 
volve an “insurance policy” as well as 
maintenance. The latter contracts are 
more expensive, of course. 


BN Advantages of both systems 

If the length of time you expect to 
occupy your building is roughly equal 
to the probable life of your air con- 
ditioning system—20 to 30 years—you 
should consider a central plant and 
duct work system. In most cases, a 
central plant is also indicated when a 
considerable volume of air condition- 
ing is required. 

In favor of a packaged system is the 
fact that it is “portable.” If you are on 
a short-term lease, and expect to move, 
this mobility is an important consid- 
eration. Collaterally, packaged units 
carry a low first cost in installations 
requiring a few units, and seldom re- 
quire a maintenance man, since most 
manufacturers offer extensive parts 
warranties, You'll still need a repair 
man, and periodic maintenance is in- 
dicated, but it isn’t a “big deal.” In 
addition, packaged systems provide 
automatic zone control of temperature. 

Whatever decision you make, don't 
minimize the importance of controls of 
this type. They cost but a fraction of 
your total investment, but they provide 
you with the flexibility you need for 
various occupancy conditions within 
your company, as well as the personal 
desires of your employees. m/m 
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When you can't move 
to larger quarters... 


Better use of present space actually means a savings in rent 





ummm Although the  book- 

eping and traffic management depart- 
ment of Arkay Jr. Frocks in New York 
managed to crowd a total of 18 em- 


ployees into an office area ol oo sg Ty 


thev were faced with the overwhelming 


problem of inefiicient work and _ trafh« 


flow within the department. Because 


more space was unavailable, a plan 
had to be worked out to more effective- 
ly utilize the present work area. A sur- 
vey was made by layout specialists of 
Itkin Bros., Inc., and plans were rec- 
ommended for an open area office, with 


partitioned private offices for the of- 
fice manager and the traffic manager. 
The total effect of the new plan was 
to comfortably equip the office to take 
care of all operating personnel, plus 
allowing space for two additional em- 
ployees, should the extra personnel be 
needed. The traffic manager, who for- 
merly had an office set off by ceiling 
height partitions, is now surrounded 
by free-standing, 68” high, translucent 
glass partitions at the extreme end 
the office. He now has an equal amount 
of privacy, with better light and ai 


This floor plan details the new layout of the department operations. 
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HAUSERMAN MOVABLE WALLS 


Save $86,223 in 15 Years 


IN UPJOHN RESEARCH LABORATORY BUILDING 


Since 1939, revolutionary developments in pharmaceuticals have 
resulted in constantly changing floor space requirements for lead- 
ing producers in that field. The Upjohn Company, Kalamazoo, 
Michigan, has found it easy to meet those fast-changing space 
requirements . . . easy to maintain high efficiency in its Research 
Laboratory Building . . . with walls that can be taken down and 
re-erected again and again — Hauserman Movable Walls. 


To meet these necessary rearrangements with ordinary tile and 
plaster walls would have cost approximately $167,373 ... not 
including the expense of lost productive time during remodeling. 
With Hauserman Movable Walls, the rearrangements have been 
made in hours, rather than in weeks, at a savings of $86,223. 


Result: During the past two years, The Upjohn Company has 
installed approximately 5 miles of Hauserman Movable Walls in 
its new main plant in Kalamazoo. Isn’t there an idea here for you? 


vauserman 
MNtovablee QGriltiors- 


OFFICES * SCHOOLS + LABORATORIES + HOSPITALS + INDUSTRIAL PLANTS 






aS ee ae ee 


THE E. F. HAUSERMAN COMPANY 
7351 Grant Avenue * Cleveland 5, Ohio 


Please send your free booklet to: 








Name 
Company — — 
a Zone — State nied 


(Circle 168 for more information) 
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The offices of Admiral Radio and Television Corporation, Chicago, 
I. Birch Weldwood Movable Partitions make them an inviting 
place to work. Designer: Harper Richards. Distributor: 


Hartmann-Sanders Co. 


lush movable partitions 
with the heauty of real wood 


Weldwood’s simple interlocking 
feature makes rearrangement 
possible on a week end or overnight 


There is nothing that matches the 
warmth and beauty of real hardwood 
partition panels. When this natural 
beauty is combined with /ow cost mova- 
bility it’s a combination that is hard 
to beat. Handsome birch is standard; 
any wood is available on order. 

FOR OFFICES ON THE MOVE. Unique 
metal keys which lock the panels to- 
gether make it a simple matter to re- 
arrange them. There are no screws. 
Snap-on matching post cap between 
panels hides telephone and electric 
cables. 

TYPES OF PANELS include cornice and 
ceiling height, glazed and low railings. 
Door and wall panels may be inter- 
changed without disturbing adjoining 
panels. Available in standard sizes. 
NOISE BARRIER. The panels contain 
the same fire-resistant mineral core 





® 
Weldwood 
MOVABLE PARTITIONS 
A product of 
UNITED STATES 
PLYWOOD CORPORATION 


which is used in Weldwood Fire Doors, 
providing a noise barrier twice as effec- 
tive as a 2 x 4 partition with metal 
lath, plastered both sides. 
GUARANTEE: Weldwood Partition 
Panels are guaranteed for the life of 
the installation! 

MAIL COUPON or call any of the 73 
United States Plywood or U.S.-Mengel 
Plywoods showrooms, in principal 
cities. 








Illustration shows how metal keys 
slip into keyways to lock panel. 
Opening in key provide: hidden 
space for B X cable. Spr'ng clip 
on post cap snaps on, closing 
space between panels. 











Cutaway view of floor base » 
assembly. Two leveling bolts per 
panel make adjustments easy. 











i 

1 

1 United States Plywood Corporation 

| Weldwood Building, 55 West 44th Street 
| New York 36, N. Y. MM-2-55 
1 Please send me free literature on Weldwood Mov- 
able Partitions and names of nearest distributors. 1 
Literature on Weldwood Fire and 

Stay-Strate® Doors. 1 
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THE MAN 


Bruce Henderson, 
Vice President 


THE COMPANY 


Electri 
Corporation 


Westinghouse 


THE DESIGNER 


Robert E. Dillon 
General Office Equip- 
ment Corp. 


MR. HENDERSON’S OFFICE is a good 
example of straightforward treat- 
ment of 
tremes in 
been 


executive quarters. Ex- 
decor and color have 
avoided. It’s an office that 
“looks like an office,” without be- 
ing cold or uncomfortable. 

According to the designer, “Mr. 
Henderson requested that the fur- 
nishings be located so that the 
room could comfortably accommo- 
date a total of eight people for 
meetings. He also specified an in- 
formal furniture grouping so that 
he could come from behind his 
desk and visit, in a relaxed man- 
ner, with business guests. 

“As a result of our discussions, 
we planned a conference-style desk, 


= 


where they yw, 


THE VrFrIiCk8s 








with an overhang top, which pro- 
vides leg room for participants in 
small conferences. The top of the 
desk and its adjoining cabinet are 
made of Micarta with a primavera 
finish. The desk and the 
walls are walnut, the rug is beige, 
the other furnishings are brown, 
gold, or red. 


wood 


“It was Mr. Henderson’s desire 
to provide a telephone that could 
be used by his visitors or himself 
during informal visits, so we placed 
an extra phone on a corner table 
between the sofa and club chair. 
A clock was located in the opposite 
corner, where it can be seen from 
any point in the room, so Mr. Hen- 
derson could keep track of the time 


i su C 





methods 











work 


SUCCESSFUL MEN 





without embarrassing visitors by 
glancing at his watch. 

“The overhead lighting is fluor- 
escent and of the ‘skylight’ type 
that covers the whole ceiling. This 
creates soft, uniform _ lighting 
throughout. Two walls of the office 
are glass, which has been draped 
in a glass fiber fabric.” m/m 
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New Development in 


AIR CONDITIONING 


Replaces Radiators 


At last, packaged units can be used 


in any climate for winter-time heating as well as 


summer-time cooling, and will in addition 


SAVE ON FUEL COSTS 


A revolutionary development in room air conditioners has 
been perfected by Philco engineers. It now means that 
instead of having a radiator for heating and an air condi- 
tioner for cooling, BOTH functions for year round comfort 
can be combined in a SINGLE COMPACT CABINET. 
When the air conditioner is installed, the radiator can be 
eliminated entirely, since tubing inside the air conditioner 
cabinet connects directly to the heating system. 


Hundreds of these Philco combination heating and cool- 
ing units have already been installed and are in use in a 
major office building in Pennsylvania. This development is 
now the answer to low cost air conditioning plus more 
efficient heating in many types of buildings as well as hotels, 
motels, apartments and residences all over America. 


Single Compact Unit Saves 
Space and Expense 


The Philco Air Conditioner is all inside the room—nothing 
extends outdoors—yet is amazingly compact. Thus in 
many cases it will BOTH cool and heat without taking up 
any more floor space than the radiator alone, which in 
itself is often unsightly. 


For Case History of One Installation 
Using Over 500 Units, Write Direct to 


PHILCO 


ENGINEERING DEPARTMENT 














Far More Efficient than the 
Radiator It Replaces 


In addition to providing utmost comfort in hot weather, 
this new Philco system is also more efficient for heating 
than the radiator it replaces, and saves on fuel costs. This is 
because the fan in the air conditioner circulates air to all 
corners of the room. Even more, the unit will provide 
ventilation in both summer and winter, so that at all times 
the windows can be kept closed to shut out dirt and noise. 
Anyone interested in room air conditioners for any purpose 
will want to know about this development. A factual case 
history showing costs and savings will be sent you without 
obligation; merely fill in and mail the coupon below. 


PHILCO AIR CONDITIONER DIVISION, Dept. N-2 
C & Tioga Streets, Philadelphia 34, Penna. 
Extension 5071 


Please send me, without cost or obligation, a report on the 
new Philco air conditioner that replaces radiators. 


INDIVIDUAL 





COMPANY NAME 





ADDRESS 
CITY ZONE 








yeeros sce me 5 |: ae 


(Circle 175 for more information) 


> 
™ 





Firemen’s Mutual Insurance Company, Providence, R. I. 





a oe 


* a 


Cram & Ferguson, Architects 





Gilbane Building Co., Inc., Builders 


Mills Movable Walls provide space control, 
insure efficiency at Firemen’s Mutual 


Firemen’s Mutual Insurance Com- 
pany was founded in 1854. It is only 
natural that this organization with 
more than a century of know-how 
and experience back of it would pro- 
vide for constant efficiency in the lay- 
out of space in its new headquarters. 
All of the building’s interior walls are 


Mills Movable Metal Walls. 


Mills Walls promote efficiency — 
both present and future. They enable 
you to get maximum productivity 
through the most effective use of space. 
When changes in space requirements 
make new layouts advisable, these 
walls can be taken down, moved and 
re-erected quickly and easily, with a 
minimum of labor and at very low 
cost. Changes can usually be com- 
pletely made overnight or during a 
week end. 


As modern and attractive as they are 
efficient, Mills Walls combine this 
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complete flexibility with distinctive 
architectural design and structural 
stability. They are thoroughly in- 
sulated and sound-proofed and pro- 
vide easily accessible lay-in raceways 
for electrical wiring and controls. 


Available in a wide range of pleasing 
modern colors and finishes, Mills Walls 
have baked-on enamel surfaces 
specially treated to eliminate all harsh 
light reflections. They require no 
maintenance whatever except occa- 
sional washing to keep them looking 
always their efficient best. 


THE MILLS COMPANY 
958 Wayside Road, Cleveland 10, Ohio 

















Mills Walls can often be moved in a 
matter of hours — without dust, debris, 
commotion or interruption of normal 
business routine. 


Write for the new 68-page Mills 
Catalog—it’s a practical work book 
on Space Control. 


METAL WALLS 








flow from the rest of the office. Directly 
adjacent to him, the office manager has 
a partitioned office with clear glass in- 
serts. Whereas he previously had no 
private office, he now has increased pri- 
vacy, and visual command of the office. 

At the opposite end of the ofhice, far- 
thest from the two private offices, the 
bookkeeping machines section is locat- 
ed. ‘They are separated from the rest 
of the bookkeeping department by 59”- 
high chair rail partitions, psycho- 
logically isolating this noisy operation. 

Modular units have now been in- 
stalled throughout the department, 
replacing old-fashioned large and odd- 
sized desks and filing cabinets. In- 
creased efficiency of operation through 
better work flow, accommodation of 
two extra employees in the same area 
and more aisle space have resulted, 
and uniform and neat-appearing inte- 
rior has been created. The improved 
appearance of the office furniture plus 
acoustical ceilings and new lighting 
equipment have created a better work- 
ing atmosphere for all employees. m/m 


New products 
for work center 


application 





Hot and cold water dispenser 
facilitates “coffee breaks” 


\ new water cooler also dispenses hot 
water at just the right temperature for 
making instant coffee and other hot bev- 


erages. The standard size units come in 
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5 times 
faster than 


typing! £ 


That's 
ZIP-O-RITER 






a , 
pe 


< 

Write headings on accounting 
forms, tabulating sheets, address en- 
velopes, post cards, statements, etc. 
Prevents copying errors ... is simple, 
fast, economical, accurate. One typed 
label make 100 impressions. Write 
for literature and _ prices. 


S & M Distributing Co. 


1382 South Broadway 
Denver 10, Colorado 


(Circle 176 for more information) 








Tel Kee System 
Means | 
to YOU! | 


Besides the convenience of always having smooth 
working keys available, productive time is saved 
and costly delay avoided when your keys can be 
instantly located . . . and remember Tel Kee lets 
you use all locks—locks that are meaningless if their 
keys are not ‘'controlled''! Send for Free Catalog 
No. MM-16 today. 





no cciaiiaansatinasasaneiel 


The MOORE KEY CONTROL Systems 


P. 0. MOORE, Inc., 300 Fourth Ave., New York 10, N.Y. 





(Cirele 141 for more information) 
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both pressure and bottle types, and offer 
an economical method to help reduce 
“time lost” labor costs that stem from 
“coffee break” periods. 

The water cooler permits employees 
to make instant coffee, tea, chocolate, and 
soups in or nearby the work areas, reduc- 
ing the time spent away from work. The 
units have a hot water capacity of five 
quarts (about 25 cups) and a recovery rate 
of from 40 to 60 cups an hour. 

For more information, write to the Ebco 
Manufacturing Company, Columbus, Ohio; 
or circle number 225 on _ the Reader 
Service Card. 


Combination stove-sink- 
refrigerator for office use 

To fit right into the smart decor of a 
modern, casual, executive office, a compact 


new unit includes cooking, storing, refrig- 





eration, and lighting facilities that provide 


maximum food service in a minimum space. 

When the combination stove-sink-refrig- 
erator-storage cabinet is closed, it looks like 
a regular cabinet, and blends into the of- 
fice atmosphere. It is available in’ black 
mahogany or sand. Only one plumbing 
connection is needed, and the unit plugs 
into any electrical outlet. 

For more information, write to Dwyer 
Products Corporation, Michigan City, In- 
diana; or circle number 231 on the Reader 
Service Card. 


Booklet discusses storage 
problems and how to solve them 


A free booklet tells how to set up 
storage facilities, make surveys, elevation 
drawings, and floor plans. 

A free service is available to companies 
desiring storage department installations. 
The booklet is ideal for smaller layouts 
where specialists are not required. 

For more information, write to the 
Aurora Equipment Company, 100 Prairies 
Avenue, Aurora, Ill.; or circle number 


249 on the Reader Service Card. 











GW 
—_— 
HARTER 26 


POSTURE CHAIR 


Only 


sop 


Slightly higher in 
South and. West 


Along with low price, the Harter 26 gives you. a 
style, comfort and dependability. There is no more 


welded into one sturdy piece. Easy, ‘addenda chair aie 
ments are made by three handwheels. No flimsy adjustments — . 
here! Seat has the comfort of foam rubber. Upholsteries and 










finishes are the finest. At $26.90, the Harter 26 i 
solution to Saiiay's need tos hats le Fe ees 


‘POSTURE CHA 





HARTER CORPORATION, 206 Prairie Street, Sturgis, Michigan 
Send me literature on the 26 Chair and include name of nearest Harter 
dealer. Also include literature on Executive chairs 0, Reception Room and 
Conference Room chairs . 

Name 

Address 

City State__ 
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(Circle 129 for more information) 


49 








Communication Problem? 


Solve it 
quickly 

and 
permanently 


wine TF ClLAutograph 


— Guster Form s— TELESCRIBER SYSTEM! 


“Handwritten communications system” 





A completed 
“Instan-Form”’ 
delivers itself 
as you write! 


There’s no communication problem too tough for a 
TelAutograph Telescriber system, the only system 
that transmits original handwritten messages instan- 
taneously and simultaneously to one or more points. 
Sending and receiving stations can be several feet or 
many miles apart, but each station or stations (se- 
lected by the sender) receives the exact message 
as it is being written! 


Advantages: 


Increases speed and accuracy. 
“Instan-Forms’’ designed to fit your systems. 
Each “Instan-Form” is a permanent record. 
Prevents verbal misunderstandings. 
Eliminates messenger service. 

Reduces number of phone calls. 

Saves time and effort. 








*TM Reg. U. S. Pat. Off. 
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improves morale, 


cuts employee theft 


me | he do-it-yourself trend in build- 
ing and home repairs is arousing enthusiastic 
response to a novel, money-saving service for 
employees at Bell Aircraft Corporation of Buf- 
falo. A loan program for tools and equipment 
has been established to give employees the Op- 
portunity of borrowing the tools they need to 
tackle a Most of the requisitions 
are for small hand tools and power units. 


job at home. 


The tools Bell consigned are used in manu- 
facturing its products. Because of the high de- 
gree of precision and quality the company must 
maintain in its development and productive out- 
put, tool cribs carry the widest assortment of 
expensive and special tools. 

Employees desiring to borrow equipment must 
fill out a form, including a description of the 
available property to be borrowed. So that the 
loans will not interrupt company schedules or 
is limited to week-end 
periods from Friday night to Monday morning. 

While helpful hints and short-cuts are readily 


operations, the privilege 


available for all kinds of building and repairs, 
the fact still remains that the proper tools are 
needed. To purchase or rent these tools can be 
a costly proposition, 
tools are required. 


particularly when special 


Bell’s loan program has eliminated this cost 
for employees, improved employee morale, and 
stimulated interest in the do-it-yourself trend. 
It also helps to develop additional skills in per- 
sons who use these tools. 

An interesting by-product of the program was 
the elimination of small tool theft. Prior to the 
program, employees were sometimes tempted to 
borrow a needed tool and forget to return it. 
Under the plan of encouraging employees to use 
company tools, with a control, both the company 
and the employees benefit. m/m 


















READER’S DIGEST... 


Book Division 





Determines what their Readers write about 
by using The Denominator 


Placed on each of 40 desks in their Customer-Contact De- 
partment, The Denominator enables each girl to tabulate 
the nature of every piece of readers’ mail answered. Sum- 
mary of totals from each Denominator provides accurate 
picture of customer contacts—as well as providing a means 
of allocating clerical time to circulation, editorial, ete. 


What's your counting-sorting problem? 


. For FREE illustrated brochure 
write Dept. MM-51. 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y 
genre of Tabulating Machines for 40 years 
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When YOU USE Strip Tabbing 





For Making Your Own Indexes 


YOU SAVE 


56% 


TYPING TIME by Using 





<A+6-6> TYPERITE Index Tabbing 


me ONLY rtassine 
That Is Typewriter Spaced! 


Both the blank insert strips and 
the slots in the Tabbing are 
typewriter spaced. Your typist 
uses the line space lever instead 
of the soft roller for typing the 
titles. Easily saves 56% typing 
time. 





- 
"0 COnTERiye BY eve | 







*POStTi ye SPACing 


*"0 ChooKtD Tings 


Titles Are Neater, Cleaner! 


It’s so much easier, faster, more accu- 
rate to type the titles without using the 
soft roller, and, typists breeze through 
the job in a hurry, with fewer wasted : 
inserts, and no zig-zagged lines. = 


FREE Samples, Literature On Request. 
Send Postcard or Letter To Dept. 3 


(ATES? 91 Reade St. New York 13, N, Y. 


INDEXES 426 S. Clinton St. Chicago 7, Ill. 
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nw MIM-E-O efficiency goes up... 


win FILES Pre-packaging costs come down! 


designed gaia cak and in-plant feeding 


~ (Upright Two-Drawer) 
to file 








Protect one arenes 
No. 2066 or David- RE Concomitant with the amazing growth 






and SS . Gare in “automatic cafeterias,’ has been a marked increase 
Masters! in the number of professionally-operated company 
Scientifically de- atninutae : ee enn : . went : 
t protect signed to Incorpo- cafeterias. It is generally agreed that the availability of 
rate advanced engi- convenient, well-planned, satisfying food contributes 
neering features. Ver- ; PR. ; 
tical filing and cor- directly to the health, morale, and energy of employees 
rosion-proof ventila- ; ) ; 
tion eliminates -~and thus helps them to boost their production. 
b scratching, pressures, ; : ‘ ' 
other marring. Made Most companies usually do not consider installing a 
° Mi % an s » » 
your E°O Stencil Files Co. company restaurant if they have fewer than 500 em- 
<a” and Erbe ployees. In a smaller company, unless the restaurant 
8 is heavily trafficked, automatic cafeterias are a more 
@ Gray Hammerloid baked enamel finish table ‘ ohne! I t anv rated , 
© Suectbsidias alebslolaien Webeer tracks suitable solution. In most company-operated res 
© Heavy-gauge, all-steel construction taurants, for every $1.00’s worth of food sold, the a simple low cost plan 
= 34" ° ” ” Or , 
© Height 5074”, width 21”, depth 28 company spends a $1.25. A food service management for businesses of every size and type 
a eS Store up to 400 negatives and masters in the firm can frequently organize an operation to break ; 
##2066 Ro!laway. Tremendous capacity in small j A i 
space! even with no out-of-pocket cost to the company con- s 
© Progressive-type suspension rollers and bear- cerned, although it usually costs about $1.10 per dollar 
and ings for easy operation—always! £ sal easel : sf } POSTING IS DONE ONLY 
git , ” ale: : g management’s fee ¢ rerhead. 
© Height 2634”, width 19/2”, depth 28 of sales, including management’s fee and overheac ONCE EACH MONTH. 
© Ball bearing swivel casters for easy movement. In the Moloney Electric Company plant in St. Louis, 


negatives . 


ices! : . ws : ‘ ‘ 
ee ee eee in the method of dispensing food overcame widespread 


MIM-E-0 STENCIL FILES CO. dissatisfaction with in-plant service on the part of wl be 2 igaiae Sim ( | icity ee 





which employs approximately 1,000 workers, a change e 














1219-21 W. Chestnut St., Chicago 22, Ill. both management and workers. 
(Circle 170 for more information) Cooked food was being brought in from the outside e 
in bulk, and dispensed from mobile tables in the EVERY CHARGE VERIFIED speed 
plant. The service was uncertain, unsanitary, and BY WRITTEN RECORD. ees 
lacking variety. The major problem was the fact 
that they invariably ran out of food in bad weather, e 


when _ people couldn't get out to eat. After a survey COMPLETE ACCOUNT 
by a consultant firm, the bottlenecks were discovered: RECORDS IN ONE PLACE. oe 


first, the dependence on cooks who were not on the 





premises; second, individual portions were dished up . 
at the point of service. CAN PROVIDE DUPLICATE 
On the basis of the consultants’ recommendation, COPIES FOR SECURITY. 
an efhcient kitchen was installed in a 45x20’ space. hand in hand! 
This space was made available by consolidating certain e 
warehouse facilities. All food is now prepared and pre- BETTER BUSINESS RELATIONS 
This “‘free’’ file-folder kit will show you packaged in sanitary, disposable containers in the com- ‘i 


missary. It is loaded on modern mobile service trucks 
4 which are equipped with heating and _ refrigeration ‘ - 
How to modernize your equipment to keep food at proper temperatures as the plan makes if practical... 
the trucks circulate through the plant. 


shipping operations Making predetermined stops, on planned routes, on Le fFebure equipment makes it profitable! 


NOTHING LIKE IT EVER BEFORE. Not a catalog precise time schedules, this operation has completely 
of products, but a file-tolder of systems created to stream- eliminated the most common objections to cruising 





























line shipment addressing and product identification mark- wagons—indifferent food and production interruption. WRITE FOR 
ing, and simplify shipping paperwork. It describes and Ihe total capital investment, including building al- COMPLETE Vk f ebute 
illustrates how to address and mark shipments faster, : ; bj ; cee fle] tte) 7 Vile). CEDAR RAPIDS, IOWA 
cheaper, and with less errors . . . how to tie-in addressing terations, restaurant equipment, and the mobile units, > 
operations with preparation of shipping paperwork... was less than $15,000. Whereas the earlier operation . e Please send complete 
and many other methods for making your shipping opera- cost the loss of valuable man hours. as well as money, @ information on SHORT CUT BOOKKEEPING 
tions more efficient at a lower cost. . . . . le 
the present service is actually showing sufficient net NAME 
GET YOUR COPY OF THE WEBER LABEL AND income to more than amortize the investment in equip e 
MARKING SYSTEMS FILE-FOLDER KIT ; : ‘ S FIRM NAME 
Weber RIGHT AWAY. NO CHARGE OR OBLIGATION. ment, besides returning a fair profit. 
a RESS 
° I more information, circle number 22¢ n the ADDRES 
label and marking systems BF SS EAPO, SE ee ae ee oo nae 
Division of Weber Addressing Machine Co. Reader Service Card. --. CATALOG CITY STATE 
Dept. 9B, Mount Prospect, Illinois & Dept. M-1 
Phone: CLearbrook 3-2405 
(Circle 158 for more information) (Circle 132 for more information) 
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BORED? 


. «+ with those tired-looking letter- 
heads of yours? If you're jealous 
everyday over the handsome letter- 
, heads that come across your desk 
.. » here’s an easy way to make 
sure that any change you make 
will be a change for the better. 
The Rising Paper Company, mak- 
ers of “Fine Paper At Its Best’ 
offers you a unique service at ab- 
] solutely no cost to you. It will be 
happy to send you a portfolio of 
“New Letterheads of the Season” 
. . . culled from the leading print- 
ers, coast-to-coast. Here's your op- 
portunity to determine just exactly 
what style of letterhead is best 
| suited 


to your own individual 
| business. Choose your sample... 
it will show your printer exactly 
what you have in mind. For your 
, free copy of “New Letterheads of 
the Season”... 
Circle Number (51 


on the Reader Service Card 
for more information 














TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 


SAFETY! | 
& 





Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty's storage system assures /fast- 
finding of any record. Try LIBERTY BOXEs for 
quality and low cost. 25 stock sizes. 


Sold by leading stationers. 


Send today for FREE catalog picturing 
and describing economical record storage 
products for every business. 


BANKERS BOX COMPANY 


720 S. Dearborn Street * Chicago 5, Ill. 
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How tabulating equipment 
processes production line data 
































A the largest distil- 
lerv in the world, Hiram Walker & 
Sons, Inc., in Peoria, Illinois, has 


adapted tabulating machines to the 
processing of production line statistics. 
The system makes possible quick and 
accurate productivity reports which 
become vital tools in helping to control 
the operating costs. 

They had previously used a produc- 
tion analysis system based on manual 
entries and calculations. This proved 
unsatisfactory because it was too slow 
information 
trouble 


in supplying _ statistical 
that machinery 
spots, and it did not report productiv- 
ity results fast enough. Under the re- 
vised system, operating people have 
available, shortly after the start of each 
business day, a complete report of all 
bottling and packaging line operations 


pinpointed 















Figure |. 


for the previous day. The time lag be- 
tween this system and the old one— 
overnight, against two, three, or more 
days—is of critical importance. A 
summary and detail report, which has 
been prepared mechanically, enables 
the bottling superintendent and super- 
visors to determine at a_ glance 
whether a_ particular bottling and 
packaging line is up to, or below, nor- 
mal expectancies. They can then im- 
mediately take corrective action. 
Because of the multiplicity of items 
produced, 25 brands in 77 different 
packages on ten bottling lines, a sys- 
tem was needed which would give 
exact measurements of every produc- 
tion detail, quickly and accurately. 
Since the system was to be of prime 
value to production people, it was only 
logical that it be developed in con- 














Editor's Note: The system described in 
this article is applicable, in principle, to 
virtually any industry. We are indebted 
to Robert Maier, Industrial Engineer at 
Hiram Walker, for technical assistance. 


junction with them. The first step was 
the establishment of a committee con- 
sisting of the general production man- 
ager, general superintendent, bottling 
general bottling foremen, 
bottling statistician, chief plant ac- 
countant, tabulating department su- 
pervisor, and plant industrial engineer. 
The group was made up of enough top 
men to insure that they would be fa- 
miliar with the evolution of the pro- 
gram, and if sold on it, give support 
to make it work. Basic principles were 
established which were to be embodied 
in the system. These principles pro- 
vided that the system: 

1. Be readily understandable and 

easily interpreted. 

2. Embrace all variable factors in- 

volved in the bottling operations: 

(a) manpower requirements 


foreman, 


methods 
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The tabulator and printing machine (at left) auto- 


matically prepare the daily bottling production analysis report 
(above) in quadruple. 


Ac 









Tabulating equipment 
prepares complete daily 


production analysis reports 











. 
overnight 
Pace No 
DATE 
TOTAL —- MAN HOURS PER CENT 
a --— _- NORMAL 
ACTUAL NORMAL PRODUCTIVITY 
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(b) equipment speeds 

(c) equipment failures 

(d) fixed down time 
3. Be operable with the least super- 
vision and clerical responsibility. 
4. Insure that desirable information, 
already being received, should not 
become lost. 


How the system operates 


The productivity phase of the pro- 
gram is based upon ‘‘management by 
exception.”” A measure or norm for 
operations is set up and then opera- 
tions are analyzed with respect to the 
norm. The norm is considered as being 
the 100% operating level. Thus, they 
need concentrate only on those opera- 
tions which are out of line with the 
norms, only the exceptions. 

The main summary sheet of the 
daily report (Figure 1) shows the pro- 
ductivity for each individual bottling 
line, as well as the over-all bottling 
productivity. Excess labor hours, line 
down time, line operating minutes, 
line production, labor hours actually 
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This STEEL AGE 
Typewriter Shelf 


Ghadeg. pou & eg | 


Here is the answer to one of the most annoying 








of all secretarial problems—the stubborn typewriter 
shelf! This remarkable Steel Age Shelfomatic* 


typewriter shelf actually glides open at a touch and remains 





steady as a girder, even after years of daily use. It 
has a simple, rugged design . . . no exposed levers, 
brackets or latches to pinch or bump 
operator. And the tension can be easily ad- 
justed for effortless, float-open action 


with any weight typewriter. 





The Shelfomatic is another exclusive 
Steel Age engineering achievement in 
fine office furniture .. . another Steel Age 
contribution to increased work output. 
Your local Steel Age dealer invites 
you to call him this week for a 
demonstration of this important 


development. 


*Patent Applied For 





The Quality Choiee of Modern Offices 


CORRY-JAMESTOWN MFG. CORP., Ceres, 
Branch Offices: Boston + New York + Philadelphia + Atlanta + Detroit + Chicago + Dallas + Oakland 
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fo BC. Allen \/i< omatre 


for executive correspondence... only $195.00 








CARBON RIBBON TYPEWRITER 


For only 4 few dollars eee ee ie wee 
j ‘) 

standard typerrn Ribbon, the finest ao 

pars ou could buy- This is an ae 

igor a rillient clarity and sharp : sane 

a Mo ions produced on this super 

cca having Imperial Elite Type- 


ve a 
pondence, you ha tic 
visible, automati 


sg of low cost 


For executive ge 
ice of type faces; 
ptt plus the advantage 


carbon ribbon typing. 


The VCR’s sharp, uniformly black letters make it 
ideal for reproduction work too. The carbon rib- 
bon is instantly interchangeable with a cloth 
ribbon. It’s the easiest operating, most versatile 
machine you can buy, and it’s built to last a life- 
time . . . yet, it’s the only carbon ribbon type- 
writer at this low “standard typewriter” price 
of $195.00. 

R. C. Allen dealers give the biggest possible allow- 
ances on old machines . . . it ‘may cost less than 


you think to have new VCRs. Write us for com- 
plete information and name of nearest dealer or 
consult your telephone directory. 











R.C.Allen Business Machines, Inc. 


684 Front Avenue, N.W., Grand Rapids, Michigan 
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Figure 2. The Bottling Condition Form gives 
normal requirements for each bottling operation. 


expended on the line, and the normal 
labor hours allowed for the amount 
and type of production run are shown 
separately, as well as in total for the 
entire bottling operation. The sum- 
mary sheet also carries a cumulative 
up-to-date report of the above informa- 
tion for the current month. Support- 
ing the main summary sheet is a series 
of sheets which contains the detail 
making up the summary information. 
The reasons for below-normal produc- 
tivity can readily be determined from 
the detail portion of the report. 

A form was designed outlining the 
normal requirements for the bottling 


operations (Figure 2). Included on 


Figure 3. A Bottling Condition Card is assigned to each order or group of orders and 
contains all essential information on the particular bottling run. The supervisor (right) 
inserts the condition card in the recording clock at the end of the production run. 





this form is the calculation of the 


normal man hours per dozen units 
bottled and packaged, including an 
allowance for normal expected lost 
time and personnel relief. 


Use of tabulating equipment 


\s was anticipated, a large number 
of different and varying bottling con- 
ditions were encountered. This factor, 
when coupled with the number of bot , 
tling lines normally operated at the 
plant, made it apparent to the com- 
mittee that the results of the system 
could not be attained and maintained. 
The accounting department was con- 
sulted, and with its cooperation, the 
system was made compatible with the 
requirements of the tabulating equip- 
ment as it developed stage by stage. 

Bottling conditions code numbers 
were established, which serve a dual 
purpose. They not only satisfy tabu- 
lating equipment requirements, but 
they also designate bottling line per- 
sonnel requirements. Normal equip- 
ment speeds for the various bottling 
conditions were also established, with 
the normal direct labor requirements 
based on past performance data. 

Each normal bottling condition has 
a corresponding tabulating card (Fig- 
ure 3). A supply of pre-coded cards 
for each condition is maintained on 
file in the bottling department, and 
printed by the tabulating department. 
The correct Bottling Condition Card is 
removed from the file and assigned to 
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methods 





each order or group of orders. The 
date and bottling line number are in- 
serted manually on the face of the 
card, while the order numbers, 
amounts, and states to which the prod- 
uct will be shipped, are inserted on the 
reverse side. Each day the various line 
supervisors are given a pack of these 
cards. They represent the bottling 
production schedule for the line for 
that particular day. 

The line supervisor places the card 
into a time clock before and after each 
run. She also clocks the starting and 
ending time of any excess labor en- 
countered during the run. The reason 
for the excess labor, and the number 
of persons required to perform it, is 
entered in the space provided. The 
same is done with the total units pro- 
duced. The production checker then 
calculates total actual minutes for the 
run, as well as any excess labor. He 
also codes the reason for each excess 
labor entry; reason codes have been 
established for practically every pos- 
sible excess labor contingency. 

Each bottling line maintains a log 
of line down time, with the appropri- 
ate reason shown for each total of 
down time. The production checker 
obtains this log, calculates the minutes 
for each reason shown, and applies the 
proper down time code. These code 
numbers cover a wide variety of lost 
time contingencies. The down time 
totals, by reason code and sequence of 
occurrence, are transferred to the 
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YOU OWE 
to LOOK AT the MARCHANT HiisuREMA TIE 


IT TO YOUR BUSINESS 





@ EASY TO USE 
@® EASY TO OWN 

@ EASY ON YOUR TIME 
Any way you figure—IT’S MARCHANT! 








Your business, your office—whatever its size—can turn time into 
money with this new MARCHANT. 


® The Figurematic is so simple to run that anyone in your office 
can use it swiftly and efficiently. Costly hours spent figuring by 
old-fashioned methods will change to extra hours of profitable, 
productive effort. 


® Now, through our “pay-as-it-saves” plan you can own this 
moderate-priced MARCHANT Figurematic for less than the 
regular rental rate. 


@® Call the local MARCHANT MAN for a test run on your 
own work. You'll find that a Figurematic saves so much time 
that you can’t afford to do without one. 





Find out how a MARCHANT calculator will help cut your figure- 
work costs and lighten your figuring burden. Mail this coupon 
with your business letterhead for free... 


iNT 


MARCHAN 


AMERICA’S FIRST 


Index to Modern Figuring by Marchant Methods. . . . [) 
Descriptive Literature on Marchant Calculators. . . . . () 
D-2 





we MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 
(Circle 135 for more information) 
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You'll file more photocopies—up to 60% more—in the same space if they’re made on 


extra-thin Photo-Writ® photocopy paper, surface W. One hundred photocopies on this 


durable, 100% rag stock make a folder only 5/16” thick! And “Photo-Writ” W is light 
—so light you can mail four 82” x 11” photocopies for a 3¢ stamp. 

A new how-to-do-it book on making photocopies is yours for the asking. It contains 
chapters on techniques, formulas and causes of print defects as well as descriptions of 
Du Pont products. Just send the coupon below. E. I. du Pont de Nemours & Co. (Inc.), 
Photo Products Department, Wilmington 98, Delaware. In Canada: Du Pont Com- 


pany of Canada Limited, Montreal. 


DU PONT 


“PHOTO-WRIT” W 


REG Us. pat OFF 


BETTER THINGS FOR BETTER LIVING 
. .» THROUGH CHEMISTRY 
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E. I. du Pont de Nemours & Co. (Inc.) 
Room 2498 Nemours Building 
Wilmington 98, Delaware 


[_] Please send me the free Du Pont booklet 
“Du Pont Photographic Reproduction Papers 


Name 





Firm 





Street 





City State 





[_] Please have your Technical Representative call. | 


: ——— — 
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proper Bottling Condition Card. ‘The 
card then is ready for calculation and 
is sent to the tabulating department. 
All of the various condition cards 
are processed by the tabulating depart- 
ment. The tabulating machines 
calculate the productivities for the vari- 
ous conditions encountered and_pre- 
pare a Production Analysis Report. 


Results of the system 

Under the new system, the produc- 
tivity level has been maintained on the 
bottling lines during the past year, 
despite an increase in the normal num- 
ber of line changes. These changes 
require a bottling line to be shifted 
from one brand or size to another, 
during the course of the work day, and 
cause work stoppages which can_ be 
time-consuming and costly. In spite of 
the increase in such interruptions, 
productivity has improved, and _ lost 
time on production lines has declined. 

The system also enables manage- 
ment to more accurately estimate pro- 
duction costs. It serves as a valuable 
tool in production planning. It has 
been of tremendous help in expediting 
a package standardization program 
launched by the company some time 
ago. Finally, the new system not only 
brought about greater accuracy over 
the former system, but reduced clerical 
work. The calculating of data under 
the old manual system was performed 
by three accounting department em- 
ployees. After installation of the new 
system, one of this group was trans- 
ferred to the tabulating department to 
process necessary reports, the other 
two were assigned to other duties. m/m 


“worth 


Coffee breaks as vacations: A 
recent press release by the U. S. 
Chamber of Commerce says that 
seven out of ten U.S. companies 
give an extra two weeks vacation in 
the form of coffee breaks and other 
work interruptions. For instance, if 
you are on a forty-hour, five-day 
week, and you give about twenty 
minutes a day for coffee, that equals 
over eighty-three hours in a_ year. 
This is more than the 2 weeks off 
with pay. 
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LOOKING, 
OSCAR us YOU 
An'T SEE MY 
PAYCHECK 
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“OUTLOOK” 
ENVELOPE! 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 


tions. 


Send for Samples 


and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, lilinois 
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PE NDAFLEX 


HANGING FOLDERS 


Oxford Filing Supply Co., Inc. 
88 Clinton Road, Garden City, N. Y. 
Please send free Pendaflex catalog to 
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STREET 





city 
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New system for unit filing 
of microfilm images 


A new product converts micro images 
from roll microfilm to paper cards in a 
form suitable for filing related documents 
by subject. It is a full-length paper posi- 
tive copy produced from the microfilm 
negative. The back is treated with a plas- 
tic adhesive of the re-moistening type, to 
produce a permanent, flexible bond on a 
paper card. The positive strips are re- 
turned to the user in a dispensing box. 
The negative is returned at the same time, 
to be filed as the security copy, and as 
the source for photo enlargement. To 
create a card file of micro images, the user, 
simply cuts up the positive by subject, 





moistens the strip, and presses it on an 


ordinary paper card. The operation is as 
simple as attaching a postage stamp. The 
user then indexes his cards and files them 
in any kind of filing equipment. New 
records are added to the existing card 
at any time, and, of course, new subjects 
can be inter-filed at any time. 

For more information, write to Hall & 
McChesney Inc., Syracuse, N. Y.; or circle 
number 230 on the Reader Service Card. 


New numbering machines for carbon 
copies speeds operations 

Where multiple carbons must be num- 
bered, a new machine is designed for 


numbering through 12 to 15 carbons, 


giving legible impressions even on_ the 
last sheet. This machine enables the 
operator to see the number that is to be 


printed before the impression is made. 


february 1955 





It eliminates all guesswork and_ subse- 
quent errors, thereby speeding up the 
numbering operation over a “blind” ma- 
chine. 

Three controls are standard, giving con- 
secutive, duplicate, and repeat impres- 
sions, with a selection lever for changing 
the action. Models for dating purposes 
are also available. 

A platform gives the machine a_ hard, 
even surface on which to number. These 
platforms can be equipped with various 
gauges to insure the impression will ap- 
pear in the correct position at all times 
on the form being numbered. 

For more information, write to the 
American Numbering Machine Company, 
Atlantic and Shepherd Avenues, Brooklyn, 
N. Y.; or circle number 229 on the Reader 


Service Card. 


Speed reading self-instruction 
kit boosts reading ability 


A new, low-cost, rapid reading kit is 
designed to teach faster, better, and easier 
reading methods at home. It is claimed 








New 
vA te OA System 


Operates Parking Lots 
Automatically 


WITHOUT ATTENDANTS 


Ryan peeps 


STOP. 


PARKING 
HEADACHES 









Here’s the practical solution to today’s parking problems, as already 
proved in actual service at hospitals, schools and other institutions, 
municipalities, industrial plants—wherever private parking facilities 
must be maintained. 

The amazing new PARCOA system does the job safely, economi- 
cally and dependably—without attendants. A simple electrical 
mechanism controls entrance and exit gates, actuated by card-keys* 
issued only to authorized holders. 

PARCOA equipment is low in first cost. Easy to install. Requires 
minimum maintenance. No attendants needed. No help problem. 
Pays for itself through savings. Coded card-keys can be changed as 
desired. 

Write today for illustrated brochure 
and name of nearest distributor. Tech- 
nicolor sound film available for private 


*Your choice of controls (coin, 
card or any combination) makes 


this. system readily adaptable 
to your requirements. 





showing to your group. 
PARKING CORPORATION OF AMERICA 
Pe rancon | Division of Johnson Fare Box Company 
Revenue Collection Specialists Since 1909 
4619 North Ravenswood Avenue, Chicago 40, Illinois 
Sales and Service Offices in Principal Cities listed under BOWSER, Inc. 


(Circle 147 for more information) 














Binders for Management METHODS 


, Single binder price 
ts $3.95, postpaid. Or, 
if you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 


Here’s a specially designed bind- 
er that: will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. Check or money 
The maroon, leather-like hard cover order must accompany 


your order to: 
I rol t t ‘. S. 
allows volumes to be stored “on Lartant STATIONERS, INC. 


end” in your bookcase. 
141 East 44th St., New York 17, N. Y. 
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that less than 15 minutes daily practice 
will give the average user a substantial 
boost in speed and understanding 

The kit contains a unique device which 
teaches split-second recognition of entire 
phrases for easier reading. All materials 
the kit are simplified versions of instru 
ments and techniques used over the past 
five years to train management groups in 
over 100 of the nation’s giant corporations. 
The kit is extremely low-priced. 

For more information, write to the 
Foundation for Better Reading, 100 East 
Ohio Street, Chicago, Ill.; or circle number 


D4 3 on the Reader Service Card. 


New plastic slide binding 
for booklets and manuals 

\ new type of plastic mechanical bind 
ing offers loose leaf convenience. It is com 
posed of two separate plastic pieces, an 
open multiple ring section and a_ rigid 
backbone piece. The ring section accom 
modates sheets multi-punched like thos: 
used with other types of plastic bindings 
The fulllength backbone piece simply 
slides on the ring section and locks tight. 
\ friction lock at one end of the backbon« 
piece prevents it from slipping past Its 


propel position, 
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stencil or other duplicating surfaces 
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RALPH C. COXHEAD CORPORATION 
720 FRELINGHUYSEN AVE. - NEWARK 5, W. J. 


PLEASE SEND VARI-TYPER BOOKLET C-30 
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Sheets punched with the same perma 
nent holes as the original punching can be 
added to the book at any time, simply by 
sliding the backbone off the open ring 
section. Unskilled help can easily bind 150 
to 200 books an hour by hand. 

For more information and samples, 
write to Plastic Loose Leaf, Inc., 209 South 
Jefferson Street, Chicago, Ill.; or circle 


5 


36 on the Reader Service Card. 
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Inter-office telephones can be 
adapted for network dictation 


numobe ? 


\ company with an inter-office dial tele 





phone system (PBX) can now have the 
advantages of multi-station, remote control, 
network dictation. A new system allows an 
unlimited number of dictators in any num 
ber of offices to dictate to a central record 
ing unit through their regular telephones. 
Ihe dictator simply picks up his telephone 
and dials a pre-determined code, which 
connects the extension with the central 
dictation equipment. Start, Stop, Playback, 
and End of Dictation signals are all trans 
mitted by dialing pre-arranged numbers. 
For more information, write to Peirce 
Dictation Systems, 5900 Northwest High 
way, Chicago, Ill.; or circle number 234 


on the Reader Service Card. 
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New adding machine features 
automatic multiplication 

A new figuring machine permits com- 
pletely automatic multiplication on print- 
ed tape. This machine possesses a single 
simplified keyboard designed for ease of 


RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


1775 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 
tape to 20 inches. 


——E SS 


WW" 





PRICE INCLUDING 
NEW TELESCOPIC 


Y ID 
EYEGUIDE S TAX 














EYEGUIDE CONTRACTED 




















20" 
te .° a aD oo 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


4209 39th Stree NW 
RITE-LINE CORP. “20.372, Siec" 


(Circle 152 for more information) 








PRINT hundreds of FAST, 
cLeAN PERFECT COPIES 


© IN MINUTES 
e IN 1 to 5 COLORS 


Now, you can make 120 or more copies per 
minute of anything up to 9 x 14 inches in 
size — typed, written, drawn, traced or 
ruled — in 1 to 5 colors. All in one easy, 
inexpensive operation. The Heyer Conquerors, 
Manual and Electrically Operated, are the 
duplicators with ALL the features... priced 
much lower than comparable machines. 
Model 70-Hand Operated—$195 (plus tax) 
Model 76-Automatic Electric—$325 (plus tax) 
Write today for FREE descriptive literature 
and name of your nearest dealer—to: 


THE HEYER CORPORATION 
1832 S. Kostner Ave., Chicago 23, Ill. 
(Circle 130 for more information) 
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WALL- RACK 
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USE YOUR WALLS 


@ Otherwise wasted wall space = to work 
for you with the Evans WALL-RACK. 

@ Takes papers off crowded desk, putting them 
within easy reach. Use to hold books, catalogs 
or charts frequently referred to. Identification 
labels can be put on bows. 

@ In Mailin Room incoming, outgoing or 
inter-office distribution is speeded up. 

@ All aluminum, fastens securely to wall. Light 
weight, yet durable, holds over 40 Ibs. Comes 
complete with double hanging frame and drive 


nails. 
6-Section size ; ook $11.00 
12-Section size ; 18.50 


Also 4'' width—6 or |2 sections—at above prices 


Made by the Makers of Famous 
Evans GATHERING RACKS 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 
405 N. Munford St., Richmond 20, Va. 











(Circle 122 for more information) 
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Wade Chemical C& Inc. 
= 
~ NU-VISE STEEL SIGNALS 
FOR “VERTICAL” SYSTEMS | 


ile ————/ 
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S~VIZ STEEL SIGNALS 
FO “VISIBLE” SYSTEMS 














MAPTACKS 
FOR MAPS AND CHARTS 


2 See your Office Supply Dealer 
MR «GEORGE B. GRAFF CO. 

and MAPTACKS 54 Washburn Avenue 

Cambridge 40, Massachusetts 





Keep BUSINESS Unde entre! 


(Circle 127 for more information) 
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operation. It permits operators to run 
problems and retain the totals for further 
multiplication, eliminating the need for 
re-entry of figures, saving time, and avoid- 
ing the chances of transpositional errors. 

Equipped with a simplified constant fea- 
ture, this machine permits the multiplica- 
tion of the same figure repeatedly without 
need for its re-entry each time. An opera 
tion lever enables users to do a variety of 
combinations of addition, subtraction, mul- 
tiplication, division, and credit balance. 
Automatic totals and sub-totals can be 
taken by merely depressing the add-bar or 
the dual total key. 

For more information, write to Victor 
Adding Machine Company, 3900 N. Rock- 
well Street, Chicago, Ill.; or circle number 


233 on the Reader Service Card. 
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Open-shelf filing units 
available in variety 


New open-shelf filing units are being 





produced in single or double-face, in two 
heights, 72” and 84”. They are 36” wide; 
the single-face depth is 12” and double- 
face depth 24”. Sliding shelves are ad- 
justable without bolting. File supports, 7” 
high by 9” deep, snap into place at any 
desired point on the shelves. 

For a complete catalog and more infor- 
mation, write to the Borroughs Manufac- 
turing Company, 3002 N. Burdick, Kala- 
mazoo, Mich.; or circle number 237 on the 
Reader Service Card. 


New hanging file folder 
saves time, facilitates filing 


A new line of hanging folders makes 
filing and finding up to 50% easier. The 
folders are made from flexible, high-quality 
stock. Rounded steel rods with protective- 
coated ends are sealed firmly in the top 
edges of the folder, and the rods slide 
easily over a sturdy steel frame. The frames 
can be adjusted for a snug fit in all types 
of standard file drawers. 

When placed on the frame, the folders 
cannot slump, sag, or become disordered. 
Celluloid index tabs stay at an even level 


and can be changed to form any kind of 
indexing system. 

For more information, write to The 
Globe-Wernicke Company, Ross and Car- 
thage Avenues, Cincinnati, Ohio; or circle 
number 239 on the Reader Service Card. 


Low-cost freshener unit 
neutralizes objectionable odors 


A new fan-operated air freshener neu- 
tralizes unwanted odors. This unit will 
deodorize areas up to 7,500 cubic feet. 
The freshener replaces odors with the 





v¥ CHEAPEST POSSIBLE ADDRESS 
MASTER 


SON 


P.wat 
MRS.FRANKLIN P- 
7786 JACKSONVILLE ave. 
PHILA.PA. 





Paper, instead of metal or other 
stencil material. 


Prepare at high speed with ordinary 
typewriter. 


Eliminate duplicate lists. 


Reduce filing to 1/16 the space re- 
quired by regular stencils. 


*National Education 
Association of America 
New York Tuberculosis & 
Health Assoc. 
*Walter Field Co. 
*Wesleyan University 
Press, Inc. 


*U. S. Navy 


*Readers Digest 
*Grit Publishing Co. 


*State Finance Co. 
U. S. Treasury Dept., 
Bureau of Distribution 
Concert Hall Society 


(*More than one Scriptomatic) een 


SCRIPTOMATIC 


The only addressing system that prints directly 
from card masters to any type of material (en- 
velopes, booklets, etc.)...or to a mailing tape. 


V CHECK THESE UNBEATABLE ADVANTAGES: 


Vv SELECTIVITY AND FLEXIBILITY WITH 
TAB CARD MASTER 








Any tabulating machine card can 
also serve as a Scriptomatic Master. 


Scriptomatic masters can be made 
on continuous form cards, accounts 
receivable ledger, needle sort cards, 
etc., in any size and employing any 
amount of copy area. 


PARTIAL LIST OF SCRIPTOMATIC USERS 
OWNING FROM ONE TO 12 SCRIPTOMATICS 


*Journal of Living 
*Jackson & Perkins 
Lana Lobell 
Hooper-Holmes Bureau 
Lewis Howe Co. 
Tohuky Electric Power Co.,Japan 
Lockheed Aircraft Corp. 


Write for actual case studies and descriptive material. Discover now, 
at no obligation, if Scriptomatic can 
improve your specific procedures. 








=- ULy2 tonrlatic_ 


SCRIPTOMATIC INC. 
310 North Ith Street, Philadelphia 7, Pa. 






NOTE: Sales-Service organizations with nec- 
essary experience and qualifications 
are invited to discuss open territory. 
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How a lock company cut order- 
invoice typing time 0% 


Schlage Lock Company, of San 
Francisco, has achieved exceptional 
efficiency in the order-invoice sys- 
tem with a snap-out form built 
around a Colitho Paper Offset Du- 
plicating Plate. Typing time was 
reduced 80%. Mailing time was cut 
in half. Clerical errors were greatly 
reduced —and transcription errors 
have been eliminated! 


Colitho Plates — plain 
or preprinted — can be 
adapted to any busi- 
ness form. The original 










| Colitho Division, CoLUMBIA RIBBON AND CARBON MFé. Co., Inc. 
| 492 Herb Hill Road, Glen Cove, New York 


typing prepares the plate which is 
run off on an offset duplicator. Form 
and fill-in are reproduced in perfect 
register — cleanly — legibly. 

This case history demonstrates the 
economy and efficiency that count- 
less businesses now enjoy through 
the use of Colitho Plates. We havea 
collection of these factual stories 
which you will find packed with 
valuable ideas. May we send them 
to you? Use the coupon and you'll 
receive your copy of the Colitho 
Idea File promptly. 


THE ‘“‘ONE-WRITE’”’ WAY TO RUN A BUSINESS 

















| Okay, send me the Colitho Idea File 120 | 
l Name : 
Company. 
Address 
City, Zone. State 


(Circle 113 for more information) 
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fragrances of spice, pine, floral bouquets, 
or cedar. The manufacturer states that 
operating costs on a 24-hour basis amounts 
to only a few cents per month. The price 
is extremely low, and the unit operates 
by plugging into any A.C. outlet. 

For more information, write to the 
Williams Chemical Company, 487 Broad- 
way, New York, N. Y.; or circle number 
245 on the Reader Service Card. 
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Portable file allows travelers 
easy access to records 


A useful portable file case of sturdy, but 
lightweight, steel measures a compact 9” x 
10” x 12”, exactly the right dimensions for 
filing letter-size papers. 

Salesmen with busy schedules will find 
this suspension-type folder file valuable 
for quick reference on trips. Full width 
piano hinges, solid brass hardware, and an 
easy-to-grasp leather handle are features of 
the construction. The portable file has 
rubber cushions so that it will not dig into 





seat covers when being transported, or 
scratch desk or table tops. 

For more information, write to Oxford 
Filing Supply Company, Garden City, 
N. Y.; or circle number 238 on the Reader 
Service Card. 


Free booklet gives complete 
data on printing costs 


A 16-page estimating booklet, to help 
arrive at the cost of offset or letterpress 
printing promptly, is available for busy 
executives. It is easy to follow, so that 
even someone who has never ordered any 
printing can read the cost of most printing 
jobs, simply by knowing the size and quan- 
tity. It includes catalogs, brochures, circu- 
lars, booklets, letterheads, price sheets, en- 
velopes, imprinting, etc., also folding, pad- 
ding, punching, collating, etc. 

For a free copy of this booklet, write to 
Regina Services Corporation, 847 Lexing- 
ton Avenue, Brooklyn, N. Y.; or circle 


number 232 on the Reader Service Card. 
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Self-adhering foam rubber cushions 
keep pictures from tilting 


A new aid stops pictures from tilting, 
and also keeps dust from collecting behind 
them. Self-adhering sponge rubber squares 
fit behind the lower edges of any size 
frame or mirror, out of sight. 

The foam rubber grips the wall and 
the picture won’t slip from side to side. 
Because the pictures are kept away from 
the wall, air circulates behind them and 
dust won’t collect. 

For more information, write to the 


House of Morrow, Dept. P4, Box 117, 


Wilmette, Ill.; or circle number 242 on 
the Reader Service Card. 
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New waste receptacle features 
built-in automatic tamper 


A new type of waste receptacle features 
a “‘‘built-in” automatic tamping device, 
which permits a load capacity of up to 40 
times more than that of conventional re- 
ceptacles. The receptacle is available in 
three sizes to fill the needs of industrial 
and business establishments. 

The tamping feature is designed to pre- 
vent waste from over-flowing from the re- 
ceptacle to the floor, and to minimize 
maintenance cost and inconvenience by 
saving up to 40 emptyings. A treadle at the 
base of the receptacle raises the tamper 
while opening a door into which the waste 


methods 








For all men in big jobs and big men 
in all jobs, Sturgis has designed a 
luxurious new chair that combines 
prestige and comfort in maharaja- 
like proportions. This is a chair for 
big decisions, maturely arrived at by 
men who have arrived. 


Steel springs are topped generously, 
even profligately, with foam rubber 
to cradle a man’s body in ease and 
security. The back, of noble dimen- 
sions, and the seat, tapering gently 
from front to rear, are like an em- 
brace. You won’t rest till you sit in 
this chair! 


In luxurious combinations of leather 
or elastic versilan with fine fabrics. 
Swiveling on either the exclusive 
Sturgis fiber glass base or the fa- 
mous Sturgis streamlined metal base. 
A guest chair to match. 





ie =a 
POSTURE CHAIRS 
Manufactured in Sturgis, Mich. and Charleston, S.C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated 
folder describing this and other chairs. (1) 


Name____ 





Firm Name 





Address___ 





City State_ 
(Circle 155 for more information) 
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is dropped. When the treadle is released, 
the waste is automatically tamped down 
and “baled” in a container which is read- 
ily removed for convenient disposal with- 
out the hands touching the contents. 

For more information, write to Pet 
Metal Products Corporation, Wallingford, 
Conn.; or circle number 241 on the Reader 
Service Card. 


Background music service lease 
plan offered to business 

A new service for special background 
music is available to business under a 
“lease-purchase” agreement. With this 
plan, monthly payments can be applied 
toward eventual ownership of a complete 
high fidelity sound system. 

The compact unit can be placed on a 
table or shelf, and holds 400 records. It 
provides automatic programming, which 
means there is no need for an attendant. 





Another outstanding feature is a music 


library. The music has been scientifically 
programmed for business and industry and 
offers a monthly “refresher” of new 
records. The system also provides for pag- 
ing and public address service. 

For further information, write to J. P. 
Seeburg Corporation, 1510 Dayton Street, 
Chicago, Ill.; or circle number 248 on the 


Reader Service Card. 











ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
150-B5 Albany St., Cambridge 39, Mass. 





(Circle 121 for more information) 








You Get Things Done With 
Boardmaster Visual Control 





Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

Simple to operate—Type or Write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4g50 including cards 


24-Page BOOKLET NO. M-400 
FREE Without Obligation 


Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


(Circle 166 for more information) 
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universal 


SYSTEMS MACHINES -» 








ORIGINATORS OF THE SPIRIT PROCESS 


Rai 


THE WORLD’S ONLY MACHINES 
that — select — eliminate — condense — shift 
LINES - COLUMNS - HEADINGS 


from one master without masks, blockouts, strip masters or shingled forms 


Distributed through business forms 
and systems specialists by... 


&e 


Dept.M2, 105 CHAMBERS ST., NEW YORK 7, N. Y. 


CARBON PAPER & RIBBONS * DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 
(Circle 178 for more information) 
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Now! SLASH WASHROOM EXPENSE 


and eliminate the mess! 


The fastest automatic electric hand dryer ANYWHERE; 
dries hands or face in seconds —deodorizes washrooms! 


ELIMINATES JANITORIAL COSTS 
CHECKS SKIN IRRITATIONS 
REFRESHES STALE AIR 


Gray metallic finish with chrome trim. Chrome swivel nozzle. 
30-second push-button timer. 110V AC. Easy to install. 


Write for Bulletin MM-55 


ozo 


HURRICANE 


ELECTRIC HAND DRYER 


Manufactured and Guaranteed by 
Michael Electric Co., Inc. + New Haven, Conn. 


STARTLINGLY 
LOW PRICE! 





UL Approved 


(Circle 146 for more information) 


New pocket secretary filler 

contains travel expense memo 
\ pocket secretary filler has been 

pages 


and weekly expense summary sheets 


designed with daily expense 


to make record keeping easy. “Too 


often, sales expenses are forgotten 
With 


a three-schedule arrangement, it has 


unless recorded ‘“‘on the spot.” 


a place for every expense item and 


becomes the positive record of ex- 





pense when making out Income 


Tax Returns. This three-schedule 


arrangement, plus its key punch 


adaptability, greatly reduces home 


office accounting time when expense 
accounts are processed. 
write to 


For more information, 


H & K Sales Co., 4505 State Line, 
Kansas City, Mo.; or circle number 
227 on the Reader Service Card. 


New electric label dispenser 
speeds labeling operations 
label 


pressure-sensitive 


A new electric dispenser 


feeds labels the 


instant they're needed. Complete- 


ly automatic, the dispenser cuts la- 
bor costs and increases production 
in labeling operations. You simply 
take a label from the dispenser and 
label automat- 


another rolls out 





ically, without using foot switches 


or rheostat controls. The new unit 


dispenses one label at a time, or 


several, per user’s requirements. 


For more write to 


the Avery 


information, 


Adhesive Label Corpora- 


tion, 1616 So. California Avenue, 
Monrovia, Calif.; or circle number 
228 on the Reader Service Card. 
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AMERICAN 
PRESENTS 


THE ALL- 
AMERICAN 
LINE FOR 


1955 

















WRITE 
FOR 
FULL 
DETAILS 
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